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ABSTRACT

This handbook's fundamental purpose is to provide
terns and definitions for the data and information edvcators use in
student services. It identifies concepts used in decisiongmaking,
provides standardized teras and definitions, classjifies the teras,
provides guidelines for developing and managing student records, and
recommends the development of policies to safeguard confidentiality. ¥
The terms presented are applicable to recordkeeping for all levels :
irom pre-school through adult education. Sample forms, information
systea data, codes, and legal requirements are appended.
(Author/DW)
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FOREWGCRD

The original Handbook V, Pupil Accounting for Local and State School Systerns, was
published in 1934 as one manual in a series of terminology handbooks covering various
areas of information needed and used in local and State education agencies. The items of
information in the handbook and their definitions were generally sound. However,
changing conditions in education during the intervening years made it desirabie to revise
the handbook in light of new needs and practices.

With the introduction over the years of new and different Kinds of State and Federal
support for schools, new terms descriptive of student/pupil characteristics came into the
vacabulary. Because of widespread application of electronic data processing to educational
infcrmation systems, a need emerged for more detailed and consistent codification of stu-
dent data. Due to increased emphasis on community and junior colleges and adult/
continuing education, more information was needed on students in these institutions and
programs. {n some cases, entire new categories of information were needed along with addi-
tional specific items. A few definitions needed to be expanded or modified.

These factors, as well as others, contributed to the decision to revise Handbook V. A
tontractor was selected in June 1871 to devezlop the revisicn under the guidance and
coordination of Office of Education personnel and a ‘National Advisory Committee
comprising representatives of 12 educationsl organizations. An intensive ‘cooperative
effort ensued for updating the handbook materials.

The new edition of the handbook anpears very simifar to its predecessor in its
organization. Its prime function remains to identify the terms and definitions most
needed at the current time for collecting, using, and reporting data about students.
However, there are major differences in scope and content. ich as a greatly expanded
treatment of items about education for the handicapped, additional items for
community/junior, colleges, ar:zi more cornprehensive treatinent of madical information.
The new edition reflects the present concern for confidentiality of student records—for
the appropriateness and ccrrectness of the data, and for the prevention of unauthorized
or inappropriate use of information about individual students. The concapt of continuous
student accounting in enroliment and membership ir-formation is stressed in the revised
handbook. Uses of student data and guidelines for implementing information systems are
included in appendix materials. Finally, the term “student” is used throughout the
handbook rather than '‘pupil” since "student” is more acceptable to secondary schools,
tommunity/junior colleges, and adult/continuing education.

The revised handbook contains input from hundreds of persons knowiedgeable about
education, about educational information systems, and about students and pupils in
particular. Although it presently represents the best thinking on this topic, the handbook
eventually will need to be revised to meet changing future needs. Meanwhile, it is truly
hoped and expected that the manual will provide local and State educztion agencies with
practical guidelines for improving the utility and effectiveness of their own student/pupil
information systems.

After its completion in 1973, the revised manuscript was distributed to the
participating organizations. Subseauently, each of the 12 organizations which provided
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continual guidance and assistance from the inception of the project to its cumpletion
approved the handbook as the basic guide for items of student/punil infermation to be
used in the schools of the United States. Further, they recommended that Fedural, State,
and local agencies effect its use as promptly as fvasibie. In recognition of this approval
and recommendation, the following signaturus are affixed to the handbook’s foreword:

Olétan W%, /ﬂ '

CHAIRMAN OF THE BOARD, American
Assaciation of Community and Junior
Colleges

A Aoty

PRESIDENT, American Association
of School Administrators

< - -
-L}—>"“ <X A//&" Zﬁ-‘ hS

PRESIDENT, American Personnel
and Guidance Association

Loy A Bk

PRESIDENT, Association for Super-
vision and Curriculum Department

#

PR ESIDEN;I'. Assaciation of School
Business Officials of the United
States and Canada

7

PRESIDENT, Council for Exceptional
Children

Tk w}%
PRESIDENT, Council of Chief State
School Qfficers

| Ftnne EH

PRESIDENT, National Association for
Pubiic Continuing and Adult Education

ﬂﬁﬁi?—

PRESIDENT, National Association of
Elementary School Principals

Mﬂ“/'

PRESIDENT, National Association of
Secondary School Principals

PRESIDENT, National Educatiun
Association

PRESIDENT, Nationa! School Boards

Association

We are sincerely appreciative of the efforts of the many organizations and individuals
whose effective participation has heiped assure the usefulness and accuracy of the con-
tents of this handbook. We trust that the implementation of this handbook will enhance
the quality of student data, while encouraging the development of adequate safeguards
for protecting the confidentiality of student records.

Allan R. Lichtenberger, Chief
Educational Data Standsrds Branch

Office of Fducation v~y

Absalom Simms, Director
Division of Intergovernmental
Statistics
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Chapter |
OVERVIEW

The fundamental purpose of this handbook s to
provide terms and definitions for the data and informa-
tion educator: say they need most to work effectively
with studenis and/cr pupils. The handbock thus
identifies information items which are u.. d to describe
aind make cecisions about students. Some fuu deci-
sions are very specific, pertaining to personal needs,
vocational choices, and educational programs of indi-
vidual students. Other decisions are broader in scope,
concerning the planning and management of education
for large groups of students.

As a basic reference for terms relating to students,
the handbook:

o identifies concepts useful for making decisions
which may enhance tite educational experiences
of students, individually or in groups.

¢ Provides “standardized’” terms and definitions to
represent these concepts; use of these terms will
facilitate accuracy of communication about stu-
dents.

e Classifies the terms into categories at several levels
of detail for ease of understanding and usage.

o Provides guidelines for developing and managing
student records.

o Recommends the development of policies to
safeguard the confidentiality of information in
the records of individual students.

The handbook is intended to serve data needs of
education agencies, schools, and other educational

© institutions other than 4-year colleges and universi-

ties. Included are terms and definitions for use in
preschool programs, elementary schools, middle
schools, high schools (including junior high s. ..ools),
community/junior coileges, adult/continuing education
programs, 2nd vocatio: al/technical institutes.

The terms, definitions, and procedures recom-
mended in this handbook represent the combined best
judgment of the many persons participating in the
cooperative development of the handbook materials.

They are presented as sound practica or principles
which should be interpreted and applied acco.ding to
local and State needs and requirements, Any school or
school system—with guidance from its appropriate
State education agency and in support of the policies
of its governing board and administrative officers—
should Jdetermine its own informationai needs and the
specitic processing procedures for rneeting these needs.
After these decisions have been made, the handbook
can be utilized to identify and classify the items
required.

While use of the terms, definitions, and procedures
of this handbook is not a requirement inposed by any
governmental agency, these materials do reflect govern-
mental requirements existing at tha time of the
handbook’s completion.

CONFIDENTIALITY

The confidentiality of student data must be safe-
gusrded. For this reason, education agencies must give
serious consideration to determining what data shouid
be incorporated into student records; how these data
may be reviewed, verified, and corrected; how access to
student data files may be controlled; and under what
conditions student data should be transmitted to
others. As discussed more fully in chapter 1, it is
recommended that education agencies develop policies
and procedures for collecting, maintaining, using, and
disposing of student data, as appropriate for local and
State needs and in conformity with applicable laws and
regulatic s.

BASIC DEFINITIONS

In this handbook, a student is defined as an
individual for whom instruction is provided in an
educational program under the jurisdiction of a school,
school system, or other educational institution. No
distinction is made between the terms “’student” and

13
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“pupil”’; the term “student” is used to include individ-
udls at all instructional levels. A student may receive
instruction in a school facility or in another location,
such as at home or in a hospital. Instruction may be
provided by direct student-teacher interaction or by
some other approved medium such as television, s adio,
telsphone, and correspondence.

As used in this handbook, the terms “school” and
*“school system™ refer to educational institutions and
agercies having instructional, administrative, and/or
recordkeeping responsibility for students. They apply
equally to all levels of organization.

The terms “data” and “information” sre used
extensively throughout the handbook. “Data” are the
raw facts coliected and recorded or reported, such as a
mark of “A" in History or a residence address of 1234
Main Street. “Information” is the compiled, cembined,
summarized, or reported data which, in context, has a
significant meaning. The qualification of Johnny Smith
for a special educationai program because of low
family income and his referral for special assistance are
examples of meaningful “information,” as is 8 sum-
mary showing 15 percent of students ir a specified
school to be /s minority ethnic groups.

“Htems of information” and “item” are used as
synonymous terms in referring to one or more words
ot other symbols identifying a specific bit of data, such
as “Female,” “Date of Birth,” and ‘‘Junicr High
School.” Similar items oi information (e.g., Ele-
meéatary School, Junior High School, anc: Senior 11igh
School) are grouped into a single “casegory of informs-
tion” (e.g., Instructional Organizatiors Entered).

CRITERIA FOR INCLUDING ITEMS

Three basic criteria—reflecting need, effort, and
communication—were used in selecting the items of
information included in the handbook. Each item
selected was judged to meet the fo'lowing criteria:

{1) The item is important to and needed by many
local schools or school systems—and the coin-
munities of which they are a part—for providing
effective instructional and supporting services
for *he benefit of students.

(2) The item can be accurately collected and
maintained with an effort justifiable in terms of
the vaiue of the uses of the information.

(3) The item is needed for the exchange, reporting,
or availability of information about students to
other schoo's and school systems, to colleges, to

the State education agency, and/or to parents
or others in the community.!

Similar criter 2 may appropristely be utilized by
State and loce! agencies and institutions in selecting
items from this hanabook and from other sources for
inclusion in their own information systems.

BENEFITS G STANDARDIZED TERMINOLOGY
ABOUT STUUENTS

The universal use of the terminology in this hand-
book can assist in improving the quality of education
by facilitating meaningful evaluation, realistic planning,
and effective operation of educational prograrms
throughout the United States. When standardized
terminology is used for records and raports about
students, such informaticn may be prepared with
greater flexibility and communicated as needed with
greater speed and accuracy.

Information available to school officialt in standard-
ized form may:

e Contributs to better learning by individual stu-
dents through improvad tesching and guidancs.

o Facilitate rational decisionmak.ing about curricu-
fum devslopment and change.

¢ Enhance reporting to the public about the condi-
tion and progress of education.

o Facilitats the estimation of future enroliments
and future needs of individual schools and school
systems.

o Agist in developing sound educatianal paolicies at
all Javels.

¢ Aid in the comparison of informa' on anong
communities and among States.

o Improve the accuracy and timeliness of nation-
wide surmmaries of iniormation abou’ students.

o Improve the quality and significance of educa-
tional research—locally, statewide, and nation-
wide.

Within a State or local school system, standardized
items of information recorded on manuai forms may
Ye reudily compared and combined with the same

!items used in exchanging or transferring information about in-
dividual studants should be selected with care, in accordance
with tpglicsble lews, regulstions, and policies. This concern
for confidentislity of student information is discussed more
fu. : in chapter i),

14
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standardized items of information processed by auto-
matic data processing systems. Further, the use of
standardized items of information may be essential to
the orderly and efficient conversion from manual to
automatic data processing. In such a conversion, the
adoption of standard clastifications and terminclogy is
a necessary first step, whether a school plans to initiate
or to extend automatic data processing for an individ-
ual school or for the entire school system.

in addition to its value in typical instructional and
administrative uses, the terminology of this manual,
together with the terms of other manuals in the
Handbook Series, may be of great benefit when used as
basic refurencas for institutes or workshops of teachers,
parents, and/or students.

CLASSIFICATIONS OF ITEMS
AND CODING STRUCTURE

The coding structure used to classify items about
students consists of seven digits divided into four
groups, as is illustrated in figure la. The first digit is
used to identify the major classifications of items
which are:

1 Personal identification
2 Family and Residence
3 Physical, Health, Sensory, and Related Conditions

Figure la.~Coding Structure

X XX Xxx . XX
MAJOR CLASSIFICATION—-!

SUB DIVISION

SUB DIVISION

DECIMAL POINT

DATA CODE

EXAMPLE
1 05 02
PERSONAL IDENTI FICATION—l

BIRTH AND AGE DATA

EVIDENCE VERIFYING
DATE OF BIRTH

ENTRY IN FAMILY BIBLE

4 Mental, Psychological, and Proficiency Test Re-
sults and Related S: ident Characteristics

5 Enrollment

6 Performance

7 Transportation

8 Special Assistance and Tuition

The second and third groups—each having two
digits—provide additional levels of deteail within cate-
gories. For example, 1 05 00 identifies Birth and Age
Data; 1 05 02 identifies Evidence Verifying Date of
Birth. In a few cases where an added breakout of
categories is needed, the first digits of the second and
third groups are used to relate data. (For example,
3 21 00 is used to identify the subcategory “Vision®”
under 3 20 00 “Sensory, Physical, and Related Condi-
tions.”’} The listing of the subject headings through the
first three digits is shown in figure Ib. The complate
subject listing through the first five digits is included in
chapter lil,

The last two digits, which are to the right of the
decimal point, have been used to indicate detailed
information items in multiple choice form. Each data
bit may be written in a block or space on a
manually prepared form, or keypunched into a field on
a tabulating card. For example, if the evidence verify-
ing date of birth is an entry in & family Bible, the
corresponding code is 1 05 02.06, as shown in figure
1a. The coded multiple choice information items are
included with their definitions in chapter iV.

The codes presented are illustrative, and not manda-
tory. Local school systems and institutions may adjust,
adapt, or replace them as needed to meet their require-
ments. Ideally, this should be done in such a way that it
does not conflict with the basic handbook structure.

Items within the handbook may be used selectively
in information systems, or they may be subdivided into
additional items without any loss of comparability. In
general, items and groups of items should not be com-
bined in basic records since they might then no longer
be comparable or combinable with data or information
from other sources.

GENERAL STRUCTURE OF THE HANDBOOK

Each of the major segments of the handbook, as
outlined in the Contents, has a specific purpose. The
Foreword is designed to convey the background of the
handbook, including its relationship to the previous
edition.

Chapter |, Overview, is meant to provide the user

15
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Figure Ib.-Ma"or Categories of Student Information
FIRST 3 DIGITS ONLY)

- md b b b b b b b md b
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Y
8

41
412
413

420

430
440
600

510
5111

PERSONAL IDENTIFICATION
Nema
Student Number
Sex
Racisi/Ethnic Group
Birth and Age Date
Minor/Adult Status
Family Responaibility
Citizenship Status
Language Considerations
Veteran Benefit Status

FAMILY AND RESIDENCE
Parents

Male Priant

Femala Parant
Sponsor
Responsibie Adult of Domicile
Brc. thers and Sisters Living in Household
Family Economic Information
Family Social/Cultural Information
Rusidance Dets

PHYSICAL, HEALTH, SENSORY, AND RELATED
CONDITIONS
Student Medical Record Number
History of Physical Development
Height
Weight
Oral Health
Sensory, Physical, and Related Conditions
Vision
Hearing
Speech and Language
Orthopedic Condition
Neurologics! Condition
Cardiac Condition
Other Physical Condition
Physical and/or Health Handicap
Physicai Anomalies and Cosmetic Conditions of
Potential Emotional Significance
Madical History
Diseases, llinassas, and Other Temporary
Conditions
Immunizations
School-Related Injuries and Medical Treatments
Other Serious Injuries
Surgery
Drug Abuse
Madical Laboratory Tests and Procedures
' Referrals for Physical, Health, Sensory, and Related
Conditions
Physical Examinations
Physical, Heelth, and Sensory impairments
Limitation on School Activities
Emergency Informstion .

MENTAL, PSYCHOLOGICAL, AND PR7FICIENCY
TEST RESULTS AND RELACEDL
STUDENT CHARACTERISTICS

Mantal, Psycholagical, and Proficiency Tests snd
Inventories
Test Identification
Form of Test Administration
Test Scoring
Referrels for School Work or for Intsllectual,
Social, or Emotional Ressons
Specific Mental and Psychological
Charvacteristics
Mast Effective Styles of Learning

ENROLLMENT
Entrance (Admission)
Date of Entry or Admission
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Type of Entry
Admission Status (Community/Jr, College)
Former Dropout
School or Other Institution Previcusly Attended
Educational Level Previocusly Completed by
Adult Ecucation Student

School Entered
Dua! Enroliment
Type of School or Institution Entererd
Grads Entered or Year in School
Location of instruction
Type of Program Entered
Type of Class (or {nstruc:,ona! Grouping)
Principal Medium of Instruction
Full-Time/Part-Time Status
Day/Evening Status {Community/Jr. Coliege)
Special Program Modification
Course or Class Assignment
Counselor
Home Room Teacher

Membership and Attandance
Membership Information
Attendance Infarmation

Withdrawal
Transfer
Completion of Schooling
Discontinuance of School Work (Dropping Out)

Death
Nonentrance Information

PER-ORMANCE

School Performance
Program of utudies
Course Information
Mark or Report for Student Performance
Credits (Units of Value)
Mark Value
Mark-Point Average
Cocurricular Activity Information
Progress information
Recognition for Complation
Honors Information
Transcript Requests

Nonschool Performance.
Employment Information
Other Nonschool Performance Informstion
Nonschool Activity Interests

Postschooi Performancs
Postschool Intarests and Plans
Postschoal Education and Training

Information
" Postschool Occupation and Employment
Information

Other Postschool Activities

TRANSPORTATION

Transportation Status of Student

Distanca from Home to School

Eligibility of Student for Transportation at
Public Expense

Vehicle on which Transported

Distance Transported

Length of Time Transpo:ted

Quulification for State Transportation Aid

Schoolbus Number

Schaolbus Route Number

Schoolbus Run Number

Bus Stop Identificstion

SPECIAL ASSISTANCE AND TUITION

Students with Special Characteristics

Federal Educstional Program Eligibility
Stata Educational Program Eligibility

Other Special Educational Program Eligibility
Welfare Eligibility

Tuition and Fes Information
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with o quick understanding of the handbook, its
contents, and its usefulness.

Chapter {l, Student Data Managemant and Con-
fidentiality, covers the important subject of the collec-
tion, use, and dissemination of data an< information
about a student so that it will be used only for
purposes of benefit to him. Suggestions for policy
development are given as to the kinds of data which
should be collected, the updating of these data, and the
control of access to files of data about individual
students. The recommendation is made for each school
system to develop its own policies and guidelines for
student data within the parameters of axisting laws, reg-
ulations, and policies.

Chapter ill, Classification of Information Abou:
Students, categorizes groups of student data items Znat
are considered significant in the management of <chools
and in the guidance of students today and in the foresee-
abile future, identifying item categories which may be
considered as minimum or basic to a student record.?

Chapter 1V, Definitions, provides specific deini-
tions for the terms inciuded in chapter M, and, i
addition, supplies detailed multiple choice items for
describing the student and significant factors affecting
his school performance.?

Chapter V, Giossary, identifies and defines signifi-
cant terms used in the handbook, but not defined in
chapter 1V, including a special section of medical
terms. The chapter also includes other terms consid-
ered important to an understanding of student data
management.

The appendixes of the handbook inciude guidelines
for school administrators in the design and implemen-
tation of procedures and systems for collecting, recurd-
ing, and processing student data; an overview of report
items and measures about students; a discussion of uses
of information about students; and code designations
for States, countries, dependencies, areas of special
sovereignty, and languages. The names of persons who
contributed to the development of this revised hand-
bock are included in appendix 1.

?The categories and items included in this chapter are not
intended to mandste that certain information be maintained or
to restrict the amount of infarmation recorded. Schools and
school systems should maintain whatever information is
necessary and appropriste, ensuring that it is compatible with
the classifications and definitions of the handbook. In situs-
tions whera 8n item of information is either required or pro-
hibited by law, such lew and its applicable regulstions should
take precedence over the recommandations of this nandbook.

1'7

OTHER NATIONAL HANDBQOKS
IN THE SERIES

This handbook is a part of the State Educational
Records and Reports Series of terminology manuals.
Each handbook in the Series provides terms and
definitions for describing one major aspect of school
operation.?

Handbook |, The Common Core of State Educs-

- tional Information (1953)*, describes the overali infor-

tional requiremants of State education agencies in
broad terms.

Handbook |1 (Revised), Financial Accounting Classi-
fications and Standard Terminology for Lecal and
State School Systems (1973), covess basic concepts for
financial inanagcmant, including a comprehensive chart
of accounts. It has 3 relationship to student data
because, among other reasons, financial performance
should be evaluated in relation to the effect of the
schools on students, and thus to the output of the
schoal system.

Handbook b, Principles of Pubiic School Account-
ing (1967), is a companion manual to Handbook i,
and describes basic financial accounting principles and
methous.

Handbook 1ii, Property Accounting for Local snd
State School Systems (1959)*, includes terminology
and definitions for describing school sites, buildings,
and equipment.

Handbook 1V (Revised), Staff Dats for Locsl and
State School Systems: Standard Terminology, Classifi-
cations, Operating Prccedures, and Reporting (1974),
covers terminology and recordkeeping for staff person-
nel at all levels—executive, professional, technical,
clerical, and skilied and unskilled labor. Its relationship
to student data is mainly through student and staff
assignmerts to the same classes and activities.

Handbook VI, Standard Terminology for Curricu-
lum and Instruction in Local and State School Systems
(1970), incorporates items of information for describ-
ing various elements of the instructional program,
including the content, resources, processes, organiza-
tion, and administration of curriculum and instruction.

Handbook ViI, The State Educstion Agerncy
(1971), provides standard terminology and guidelines
for recording and reporting information descriptive of
education agencies at the State level.

*Complete publication iaformation for all of these manuals is
included in the footnotes on page 111,
‘Qut of print as of August 1, 1974.
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Handbook VIIE, under development in 1974, covers
the terminology and uses of information about com-
munities for sducational planning and decisionmaking.
it provides items of information about focal resources
end the environment within which the student, the
school, and the school system function, including
population and schoo! enroliments, economy, land use,
and social structure and dynamics.

18
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This chapter nas presented an overview of the
rationale and content of this handbook of terminology
and definitions about students and pupils. A discussion
about developing and managing student records and
assuring their confidentiality is presented in chapter I1.



Chapter i

STUDENT DATA MANAGEMENT
AND CONFIDENTIALITY

Student records are an actuality. They axist because
they are needed and used for many necessary educa-
tional purposes, such as for instruction and guidance,
for checking on compliance with attendance and health
laws, and for administrative purposes such as deter-
mining tuition status, scheduling students into classes,
planning schoolbus routes, and completing reports on
membership and attendance for the State department
of education.!

Because of their importance, student records must
be administered with effective procedures.® Sound
procedures demaonstrste competent data management
and provide for accountability. As illustreted in
figure lla, the necessary recordkeeping activities of
building, maintaining, and disposing of record files
should be based on concerns for data need {including
relevancy) and data accuracy as well as on concerns for
confidentiality.

Figure lia.«mmt of Student Data
Deta Msnsgement:

Activities

Developing the record
Maintaining tha record
Disposing of dats

AN

Neod for data
Accuracy of dats Contidentiality

Concerns

Recently, 8 number of taxpayers, parents, students,
schoo! officials, business leaders, and politicians have
suggested that educational programs should be im-
proved and that education should be managed more
efficiently. Some persons have concluded that addi-
tional student data are needed to help bring about such

!Student records and reports are discussed more fully in
sppendix B. Appendix C presents s range of illustrative usas
of thess records snd reports.

3Some principles and guidelines for student information
systems are presentad in sppendix A,

desired educational improvements. With a massive
technical capabili'y already existing for managing far
more educational daca than presently are collected, the
pressures for increasing the collection of student dcta
lead inevitably to these questions: :

o What student data are essential to the best interests
of the stydent and the school? Are additional data
really needed? Should some existing data be
discarded?

e What are the costs of collecting student data and
maintaining student records? Are these casts justi-
fied?

e What procedures will adequately safeguard the
confidentiality or privacy of student records?

CONFIDENTIALITY PRUBLEMS AND CONCERNS

The confidentiality issue now is receiving greater
attention than ever before as a result of the expansion
of machine anc eiectronic processing of student data.
When student data are kept in a foider, anad when
access to these data is physically controlled by the
schoo!l official having responsibility for their safe-
keeping, the issues of confidentiality are complex, but
relatively close control of these data can be managed.

In recent years, however, a variety of systems for
the automated handling of student data has been
designed. These data systams have at least two charac-
teristics which complicate the issue. First, the installa-
tion of such a data system depends upon a base of
many students in order to make the storage and
retrieval of student data economically feasible. This
often means that several local education agencies pool
their student data for central processing. Keeping data
confidential in this type of data system is difficult.
Secondly, the central storage of data removes the
control of these data from the local school to a central
office where suchk problems as monitoring of student
data become more complex for students, parents. and
professional staff members alike. Removing data from

19
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the care and control of the professional person
responsible for them can lead to decreased vigilance
and can resuit in breach of confidentiality or invasion
of privacy, legal complications, 1nd even court cases.

Unsuspected pitfalls may face persons responsible
for student records. In a given jurisdiction, for ex-
ample. information concerning the aftermath of a
student’s first and only experiment with drug abuse
may be entirely confidential while it remains in the
files of a health agency and protected by the confi-
dentiality of a physician-patient relationship. Once
transferred to the student’s cumulative school record,
however, this same information may be considered
locally by law or regulation to be *public record’’ and
as such be subject to the review of a number of persons
other than professional school personnel. Thus, the
unwitting transfer of information from health agency
files to the school may result in a loss of confidential-
ity or privacy, a condition sought by neither the
student nor the responsible official.

Concern about the proper use of data in data banks
and automated personal data systems has been ex-
pressed at the national level by Senator Sam J. Ervin,
Jr., and by Elliot L. Richardson while Secretary of the
Department of Heaith, Education, and Walfare. One
concern of the former has been the possible excessive
use of social security numbers as a personal identifier,
especially in accessing infermation from information
systems. The latter appointed an advisory committee
to analyze the consequences of using comnputers to
keep records about people. :

The Secretary’s Advisory Committee on Automated
Personal Data Systems assessed the general impact of
computer-based recordkeep’ng on private and public
matters. Three effects of computer technology were
specially identified by the committee in its report,
Records Computers and the Rights of Citizens:?

e The computer enables an organization to enlarge
its data-processing capacity substantially.

e The computer greatly facilitates access to personal
data, both within organizations and across bounda-
ries that separate organizations.

e Computerization also creates a new class of record-
keepers whose functions are basically technical and

3U.S. Department of Heasith, Education, and Welfere, Records
Computers and the Rights of Citizens: Report of the
Secretary’s Advitory Committes on Automated Persons! Duta
Systems, DHEW Publication N~. (OS) 73-94, p. 12. Washing-
ton: U.S. Government Printing Office, July 1973.

20-

whose vontact with the suppliers and users of data
is often remote.

The Comrittes also described possible effects of
computerized personal data on individuals, organiza-
tions, and the society as a whole:*

® The availability of tco much data may result in a
computaerized recordkeeping system becoming
rigid and insensitive to the interests of individual
data subjects.

® Relatively easy access to data increases the possi-
bility for unauthorized access to a data bank for
purposes of commercial exploitation or blackmail.

® Easy access to data for suthorized purposes has
been a source of leakage of data from some
personal data systems. Further, authorized use of
computer-based personal data systems may be
hazardous where lines of authority and responsi-

- bility are overlapping or ambiguous—where there is
a fundamental lack of uniform legal constraints,
homogeneous recordkeeping practices, and com-
mon standards of judgment.

® The possibility exists for ac;»mbling data from
computer-based information systems into a master
file of intelligence dossiers.

In addition, the committee found that pressures have
been exerted at times to use legitimate and necessary
administrative data systems for ili-advised statistical
reporting and research purposes. As assessed by the
committee, the overal! effect of computerizing per-
sonal data is to make it far easier for recordkeeping
systems to affect peopie than for people to affect
recordkeeping systems.

To help alleviste or eliminate shortcomings in
personal data systems, the Secretary’s Advisory Com-
mittee recommends the use of five basic principles as
safeguard requirements for both administrative per-
sonal data systems and statistical-reporting and re-
search systems. The following five principles thus may
serve well as basic requirements for aii student infor-
mation systems:

e There must be no personal data recordkeeping
systems whose very existence is secret.

® There must be a way for an individual to find out
what information about him is in a record and how
it is used.

“Ibid., ch. 1.
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- ® There must be a way for an individual to prevent
information about him that was obtained for one
purpose from being used or made available for
other purposes without his consent,

® There must be a way for an individual to correct or
amend a record of identifiable information about
him.

® Any organization creating, maintaining, using, or
disseminating records of identifiable personal data
must assure the reliability of the data for their
intended use and must take precautions to prevent
misuse of the data.’

These basic principles are reflected in the recommenda-
tions for student records presented in this chapter and
in the Family Educational Rights and Privacy Act of
19745

GUIDELINES FOR INCLUDING
INFORMATION IN A STUDENT RECORD

The first step in developing and safeguarding stu-
dent records is assuring that the information included
in the record is both necessary and accurate. For this
purpose, guidelines for developing and maintaining the
student record—such as those suggested below—should
be formulated locally in accordance with applicable
State and local laws, regulations, and policies, as
interpreted by competent legal counsel.

For developing student records, local school systems
and individual institutions should have procedures for
assuring the careful selection of record items about
students, and for the careful collection of these items.
Additional information of temporary value may be
used by school personnel, but shouid not be inserted
into a record to be maintained over a period of time.

S1bid., p. 41.

6Section 438 of the General Education Provision Act (GEPA),
as added by Section 513 of Public Law 93-380, the Educatior.
Amsndments of 1974, enacted August 21, 1974. In brief
summary, the Family Educstional Rights and Privacy Act of
1974 imposes several requirements on educstionsl bodiss
receiving Fedarsl educationsl funds: that no funds shsll be
made evailable to educstionsl bodies which deny or prevent
parents (or students over 18 or at tho postsacondary level) the
right to inspect all officis! records snd other materisls reiating
to their children and to chailenge the contents. The Act alse
prohibits the reisase of personslly identifiable dats except to
specified persons without the written consent of perents.
Officisls should familiarize themselves with the provisions of
the Act and related pravisions. The tex: of the Act is included
in appendix H on page 197. See alio Section 440 of GEPA, as
sdded by Public Law 93-380, included on page 199.

In general, schools should:

SELECT EXCLUDE

-only information which -information judged not
can assist the student relevant to the student's
with academic, personal, weifare.

socisl, and vocatioral de- =-information which is not
cisions. accurate.

-information of psrma- -information of temporary
nent or smnipermanent valus.

value. ~information which will

not be used.

In the record-building procedures, parents and/or the
student should have the opportunity to review data
being collected and consent to its being entered into
his record, This is particularly important for data
pertaining to pote.tially sensitive portions of the
record such as family background, racial group, and
medical history.

To maintain an accurate and relevant racord, pro-
cedures should be daveloped and impiemanted to:

o Permit review of the record by parents (or by the
student, if an adult) who then may request
correction or removal of inaccurate or irrelevant
information.

¢ Have the record reviewed and updated periodicaily
by appropriate staff members. If an annual or
biennial review is not feasible, records should be
reviewed at major transition points, such as when
the student progresses from one school level to
another (e.g., elementary to junior high school, or
junior to senior high school), or when the student
transfers to another school.

These procedures for maintaining an accurate and
relevant record should direct school personnel to:

DISCARD
{OR DESTROY)

~-information -information -information

RETAIN . CORRECY

judged relevant which is incor- judged no longer
to the student’'s rect. relevant to the
wel!fere. student’s welfare.

-information -information
needed for legal which will not be
reasscns. used.

-informstion  of -information
historical signifi- which is out-of.
cance. date.

In discarding record data, many written school
records may be disposed of as waste paper, that is,
burned or buried without supervision. Written records

<1
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about individual students, on the other hand, generally
ar2 considered confidential and should be shredded or
burned under supervision of the staff member respon-
sible for the record, or his designee. Individual student
data on punched cards, tapes, and disks should be
destroyed with sim.lar care.

A minimum of information should be maintained
after the student leaves the school or school system.
Subjective information should be destroyed, including
ratings, observations, and anecdotal records made by
teachers and counselors. In most instances, information
kept in the permanent file—that is, after the student

has graduated from high school or attained the age of
21 years—need include no more than:

e Student’s legal name

e Any other name

e Social security number (if known)

e Sex

e Date of birtt.

o Names of parents

e Student’s address (last known, while in school or
school system)

e Date of entry

e School from which received

e Courses and cocurricular activities, with appli-

cable marks and/or reports {except for elemen-

tary and middie school}

Progress

Date of withdrawal

Type of withdrawal

School to which student transferred

This permanent information should be maintained
for whatever length of time required by applicable
legisiation, regulation, and policies. In most public
school systems, this should be for a minimum of 100
years.

TYPES OF STUDENT RECORDS

Student information is included in 3 types of
rescords: cumulative records, special student services
records, and confidential reports from the records of
outside agencies.

Cumuistive student records are continuous and
current records of significant factual information re-
gacding the progress and growth of individual students
as they go through school, generally including personal
identifying data; selected family data; selected physi-
cal, heslth, and sensory dats; standsrdized test dats;
membership and attendance dats; and school perfor-
mance data.

Special student services records originate as reports
written by any student services worker (or pupil
personnel services worker) of the local educational
agency for the express use of other professionals within
the agency, including systematically gathered teacher
or counsalor obsarvations, verified reports of serious or
recurrent behavior probiems, and selected health data.
Normally, these records are maintained separately from
the cumulative student records.

Confidential reports from outside sgencies include
confidentiai information from the records of co-
operating agencies and individuals such as child weifare
agencies, hospitals, or juvenile courts; or correction
officers and private practitioners.’

Records within each school system or institution are
likely to be kept in various locatioss, 8.g., in the office
or room of a principal, dean, teacher, counselor, nurse,
psychologist, or registrar, or in a centralized location.
Wherever kept, the three types of records should be
maintained separately so that they will not be com-
bined inadvertently, resulting in soms student informa-
tion being released by mistake in accordance with
procedures established for a different type of record.

GUIDELINES FOR ACCESS
TO STUDENT RECORDS

The second major step in safeguarding student
records from improper’ use is the deveiopment of
policies for access to these records. An interpretation
of how this concern about access might be incor-
porated into local or State guidelines is shown in figure
iib.

Figure I1bindicates types of persons and institutions
which commonly seek access to the three tynes of
student records (described above). The degree or
conditions of access recommended is represented by
the numbers.

Confidantial reports from outsice agencies should
be seen or used anly as required by professional school
staff, the student, and the student's parents. The
release of information from such a confidential report
to any other party should be the prerogative of the
8@ -y or individual originating the report. For gecia/

TAny such reports should be sccepted only with the mutus!
understanding that they will not be incorporated into cumuls-
tive records or specisl student sorvices records, they will be
under the direct supervision of qualified school personnel, and
they will be mads evailsble on request to students or their
perents. Cooperating agencies and individuals should be in-
formed of local policy for relessing such information to

2 2 perents, studants, professional school steff, and others.
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Figure lib.~lilustrative Guidelines for Access to Records of Individus! Students
at the Elementary snd Secondary Level

{This illustrstion for a hypothetical slementary-secondary schoal system should be
modified by local schoal systenmw and institutions to be in conformity with applicsble
laws, regulations, end policies.)

Confidentiel
Person or sgency Cumulative  Spacial student reports from
sseking sccam records sarvions recards cutekde agencies
Students snd/orparents . .. ... 1 2 2
Professional school ststft . . . . .. 1 3 3
Other slementary snd sscondary
schools . . . ... .......... 4 7 8
Postsscondary educationsl
institutions . . .. ......... 7 7 8
Prospective smpioyers . . ... ... 7 7 8
Resegrchers . . ............ 6 6 8
Governmantal suditors gnd
evaluators . . ... ... ... ... 5 b 8
Othar selected agencies, e.g., State
education sgencies, other goven-
mantsi units, hospitals, insurgnce
companies, credit companiss . . . 7 7 8
All other persons and sgencies 8 8 8

KEY: 1. Complete access is permitted.

2. On s professionsl consultation hasis, parents o¢ the student {if sn aduit) heve
mm‘“:o :h. student’s record (the student who is 8 miror having perentsl
g on).

3. The record may be sheced On @ nesd-to-know basis with other professionals
within the school at the discretion of the person in charge of the record.

4. information from the cumulative record may be relessed to officials of other
schodls when e requast ‘or transfer of records has been received.

. When the sxchool provides deta from student records for purposess of
governmental sudits or svalustions, assursnces must be given 0 the school
that thu student data will be protected.

6 The schaoi may provide data from its records for outside ressarch purposes
withoutd' consant; hawever, the identification of individusl studants must be
withhel

7. Except as indiceted undsr no. 5 for governnntal suditors and svalustors, re-
quests for information from this record, or portions of it, from other agencies
must be sccompenied by @ relesse signed by the parent or by the student lit
an adult), and then referred for the approvel of the originator of the record or
his depsrtment director.

8. This information is not to be relsssed by the school, except in compliance
with judicisl order or pursusnt to s lawfuily issued subposne. (NOTE: Any
dacision to relesse confidentisl information supplied by a coopersting sgancy
or individusl—outside the locsl education agency—~should be considered the
responsibility and prerogetive of that agency or individual, snd not of the local
sducation agency.)

student sevvices records, no information identifiable
with a student should be made available without a
release signed by a parent or the student {if an adult),
except to the student, his parents, professional school
staff members with 3 need to know, and authorized
auditors and evaluators. Cumulative record informetion
may be forwarded on request to other schools, and
examined as required by professional school staff,
governmental auditors and evaluators, students, snd
parents. A parent or student may authorize the use of
portions of the cumulative record by other persons,

institutions, and organizations.
Students sre entitled to know the identity of

persons who have examined segments of their records
or to whom portions have besn sent. A record should
be maintained of such persons by using an information

requisition (sae page 140 and figure A-12 on page 161},
by listing transcript requests {see item 6 23 00 on
page 88), or by other appropriste procedures.

Student records are transferred from one individual
or agercy to gnother for a number of purposes. The
transforring of these records is a common occurrence
of some concern.

Locsl and State education agencies may wish to give
serious consideration to a standard transmittal record
form for use in transferring the most significant
elements of student record informstion from one
agency in a State to another. Such a form is illustrated
in figure A-10 on pags 160. The information entered
on the form is drawn from the student file. Idesily, the

Wt {or parent) receives a copy of the completed
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form when withdrawing from a school; he presents it
when enralling at his new school.

The new school uses the transmittal record to
determine initial piacement of the student in his schooi

work. Additional appropriate information may be
requested from the previous school by use of a post

card, such as the one shown in figure A-11 on page
161. This card may serve also to officially notify the
previous school that the student has indeed enrolled in
a new school. Information of a coniidential nature
concerning the student is sent only when it is believed
to be in the best interests of the student to do so, and
if approved by the student (if of age) or a parent.

When information is transferred to a third party,
this should be done only on the condition that this
third party not permit any other party to have access
to the information without the written consent of the
student or parent, as appropriate.

GUIDELINES FOR PROTECTING
CONFIDENTIALITY OF RECORDS
IN A COMPUTERIZED DATA BANK

A third major step in safeguarding student records is
through measures to limit access and protect the
confidentiality of student data in a computerized data
bank.

When a school or school system uses automatic data
processing, provision should be made for safeguarding
information that could be traced to, or identified with,
individual students. Safeguards include, initially, the
careful design of questionnaires, inventories, interview
schedules, and other data gathering instruments and
procedures to limit the personal information to be
acgquired to that absolutely essential. Additional safe-
guards include the encoding or enciphering of names,
addresses, serial numbers, and of .Jzta transferred to
tapes, disks, and printouts. Secure, locked spaces and
cabinets may be necessary for handling and storing
documents and files. Codes should always ke kept in
secure places, distinctly separate from encoded data.
The shipment, delivery, and transfer of all data,
printouts, and files between offices and institutions
may require careful controls. Computer to computer
transmission of data may be restricted or forbidden.
Provision should also be made for the destruction of all
edited, obsolete, or depleted data on punched cards,
tapes, disks, and other records.®

SThe Institutional Guide to DHEW Policy on Pratection ot
Humen Subjects. Washington: U.S. Government Printing

Office (DHEW Publication No. (NIH) 72-102), 1971.9«»2 4
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Computeis with magnetic disk files usually have the
capability of interrupting a program in operation and
inquiring into a file from the computer console or from
a terminal at a remote location. The computer can
transmit information to the terminal, where it may be
printed or displayed on a cathode ray tube. This
permits interaction between the individual entering the
data and the computer. Because the use of a terminal
gives the user direct access to the computer memory
and, in many cases, to the data base or data bank itself,
it is necessary to develop safoguards to prevent
unauthorized individuals from accessing confidential
information and to guard against unwarranted modi-
fication of file data.

What are some of these security precautions? First,
the use of the termiral should be restricted to
authorized personnel. If possible, information reguests
shouid be forwarded to a member of the central office
staff who is authorized to work with the data base. !f
the request is in order, this individual will ook up the
record and report the desired information to the
requester.

A second technique for safeguarding access to the
data base is to require the inquirer to enter a password
before the computer will allow interrogation of the
data base. Knowledge of the password is limited to
authorized staff members, and the password is changed
periodically to ensure confidentiality.

Another procedure for protecting confidentiality
invoives the use of an information requisition, such as
that illustrated in figure A-12 on page 161 and described
on page 140. Such a form helps assure compliance with
established safeguard procedures and serves later as a
record identifying persons and organizations who
request information, showing who authorized the
release of data, and indicating what information was
transmitted.

DEVELOPMENT OF POLICY
FOR STUDENT RECORDS

Educators are seeking answers to a series of ques-
tiutis about the large body of student data in informa-
tion systems. Among these questions are:

® Must parents and students approve all data
gathered into a student's record?

® |f they (parents and/or student) object to a specific
item of information in the student’s record, must it
be removed? What procedures for appeal should be
availabie to the parent or student?

* May information gathered by the school for one
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purpose (such as obtaining test scores for voca-
tional counseling) also be used for another purpose
(such as using the same scores on applications for
college admission)?

e Are both attendance data and achievement test
data “public record,” and therofore to be made
available to the general public upon request? if
made available, should this be only on a group
{aggregate) basis, an individual basis, or both?

e May a student sign a release for data about himsc'f
even though he is not yet of legal age?

Answers to such puzzling questions are policy matters
at local and State leveis, where extensive and careful
deliveration must be given to management of personal
data and to confidentiality. For agencies and institu.
tions receiving Federal education funds, these matters
are subject to Federal legal requirements.

Fundamental to any discussion of confidentiaiity—
and to policy development at {ocs! or State levelc—are
those rights of students that are defined by law. Ac-
cordingly, educators are urged to consult an attorney
as a way to become familiar with thcse statutes and
common law precedents which may pertain to student
records. For example, legislation may:

® Require, as does the Family Educational Rights
and Privacy Act, policies to ensure confidentiality
of student records, and to ensure parents’ or
students’ rights to inspect and challenc> these
racords.
® Require disclosure of records pursuant to legal
process.
 Protect confidential communications.
¢ Define invasion of privacy.
¢ Define what constitutes consent {e.g., for releasing
a record) and who may give consent.
® Dafine negligence.
® Limit charitable and governmental immunity; that
is to say, \n some instances educators may not be
immune from prosecution fcr harm done to
students resulting from negligence with respact to
infringement on confidentiality or privacy.

If effective action is to be taken in protecting or
guaranteeing confidentiality, knowiedge of the law is
essential. All data handling procedures must be in
compliance with the law.

To assure that legal requirements are met, and that
ethical and moral responsibilities are carried out
sppropriately and effectively, education agencies and
ingtitutions are advised and urged to establish written
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policies and guidelines for maintaining privacy and
confidentiality of student records. Such policies and
guidelines should state principles and procedures for
consideraticns such as:

® Selecting appropriate information items for stu-
dent records.

o Carefully collecting these i tams,

® Using ampling techniques for rorearch or statisti-
cal purposes rather than obtaining r.cord data for
ali possibly relevant students or institutions.

® Maintaining relevant, accurate, and confidential
records.

® Carefully screening persons who will handle confi-
dential information.

o Restricting access to student records by school
personnel.

o Safeguarding data (or restricting access) while data
ar- in the possession of any contracting organiza-
tion.

o Safeguarding individual student records being
transferred to other schools or school systems,
State education 2gencies, and elsewhere.

e Safeguarding data tages being transferred to other
agencies.

¢ Transferring personal information to an author-
ized third party only on the condition that this
third party not permit any other party to have
access to the information without the written
consent of the student or parents, as appropriate.

e Concealing the identify of individuals or institu-
tions desiring or entitied to confidentiality,
through appropriate procedures for aggregating,
encoding, and releasing sensitive data.

e Destroying record data no longer needed.

Major responsibility should be assigned for assuring
the effective implementation of these procedures. This
responsibility inight rest with the board of education,
or with a designated official or committee.

And who is to be given authority for reviewing the
eftectiveness of procedures designed to safeguard
student records? The board of education? School
personnel? Students? Parents, or other members of the
community? Or, what combination of these?

Reflecting a related concern, the U.S. Department
of Health, Education, and Weliare has issued a guide to
help implement its policy for safeguarding the rights
and welfare of human subjects involved in activities
supported by grants or contracts from the Depart-
ment.” This policy is concerned with persons who may

*Ibid., p. 2.

<O
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be considered “at risk” when exposed to the possibility
of harm—physical, psychological, sociological, or
other—3s may occur in & number of circumstances
resulting from activities which go beyond the applica-
tion of established and accepted methods for meeting
the needs of these persons.

Principles stated in the DHEW Guide may be
applied to help safeguard student records against
improper use by the schools or against releass of
student information to individusls or organizations
outside the schools without the informed consent of
the student (if an adult) or his parent. The Guide may
be interpreted as recommending that educational
agencies and many individual institutions should estab-
lish and maintain a committee competent to review
policies, procedures, and activities involving student
records. The membership of this review committee
might include students and parents as weli as appropriats
representatives of such groups as teachers, counselc:s,
principals, the board of education, and the goeneral
public. This committes should be assigned responsibil-
ity for assuring that student data are collected, stored,
accessed, used, and discarded in such a way that:

e The rights and welfare of students are adequately
protectad.

e The potential benefits to students resulting from
any particular use of their records outwsigh the
potential risks,

e Informed consent is obtained from students or
parents, by adequate and appropriate methods, for
including certain data in student records and using
it (or releasing it) for specified purposes.

Continuing constructive communication should be
maintained between the review committee and the
board of education, school administrators, and those
members of the school staff who handle student data.
Further, appropriate and informative records should be
maintained for the committee to use when it reviews
policies and procedures, or when it examines documen-
tation of informed conssnt or other documentation
that may pertain to the collection, use, and release of
student records.

Al sctivities of this committee should be conducted
with objectivity, and in such a manner as to ensure the
exercise of independent judgment by members. For
example, any committee member should be excluded
from decisionmaking about any policy, procedure, or
use in which he has an active role or a conflict of
interest.

Overall, any educational agency or institution
should periodically reassure itself through sppropriste

administrative overview that the policies and pro-
cedures designed for protecting the rights and welfare
of its students are being applied effectively.

CAUTIONS AGAINST EXCESSIVE
RESTRICTIONS ON DATA USE

Although the student and parents should be pro-
tected from harmful or inappropriate use of student
records, caution shouid be exercised so that data-use

restriction: do not prevent beneficial and appropriate
use of student data. Pelicies and procedures should, at
the very least:

¢ Provide for obtaining the minimum data required
for local administrative needs and State-mandated
raports.

e Permit collection of data required for proper
guidance of the student.

® Provide for oral consuitation betwsen professional
personnel about the student and his record,

¢ Encourage schools to forward to other schools
data necessary to the proper placement of students
who transfer. In this regard, State and locs!
education agencies may find it desirable Lo reach
sgreament about data recommended to be in-
cluded in transcripts so as to provida adequate
informgtion without violating confidentiality.

o Permit appropriate assembling and reporting of
statistical information for legitimate resesrch,
evaiuation, and audit purposes, when identifica-
tion of individual students is protected.

SUMMARY OF ISSUES

The issues of student data management and confi-
dentiality may be summarized by six broad policy
statements of a committee uf the Michigan Child
Accounting and Attendance Association.!® The first
wo statements focus on the issue of what dats should
be & part of the student record:

STATEMENT |

information concerning students should be col-
iected for the purposs of assisting school personnel
in helping students with their academic, personal
social, and vocational decisions.

4

‘SMichigsn Child Accounting and Attendance Association,
Committes Reports, Infornation Guide for the Collection—
Maintenance—Dissemination of Student Records. Pontiac,
Mich.: The Association, 1972. The term “pupil” in the
MCAAA statements is shown here & “student”; the term
“education agencies”” replaces the term “school districts.”
Statement V has been edited slightly.
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STATEMENT il

Education agencies should have writien policies
concerning the collection, maintenance, use, and
dissemination of student racords. Parents, students,
and schooi personnel should be aware of these
policies,

Itis intended (in the second statement) that provision
should be made in local policies for parents or students
to review . *udent data before these deta arc placed in
the record. Provisions should enable parents or
students to object when they feel that such data are
not correct or do not belong in the record.! !

Two statements are addressed to the issues of Aow
data in the student racord may be reviewed, verifiad,
and corrected:

STATEMENT 1§

Education agencies should have procsdures to varify
the accuracy of data in the student’s permanent
record and to destroy information no longer perti-
nent or required by law.

STATEMENT IV

Cducation agencies should have policies and pro-
cadures which allow the parent or student thae right
to review, verify, and challenge the accuracy of the
information in the student's permanent record.
These policies should include procedures for sppeal
if 3 parent or student beiieves the record is in error.

Thus, parental snd sw.dent review of dats main-
tained in a student's filv is provided for specifically
after the data are placed in the record.

The final two policy pronouncements dea! with the
issue of how sccass to student data may be controlled:

STATEMENT v

No one other than authorized school personnal,
parents, or students, on a need-tc-know basis,
should have access to a student’s permanent record
without either the written permission of the student
or his parents, or a subpoena. If such student is s
minor, the parents or legal guardian must give
permission for releas2 of information contained in
the student'’s permanent record.! ?

“If the record is not modified to respond fully to the
objection, the objection itself should becoms a part of the
record.
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STATEMENT vi

Educatior agencies should include in their written
policies, procedures that would provide for the
control and use of the permanent student record in
educational research and school management.

These six statements emphasize the need for written
policies at local and State levels to assure that student
records are developed and used in the best interests of
the students. In like mannaer, the use of student records
also should serve the best interests of the school system
or institution. Recordkeeping activities, therefore,
should be carried out in a spirit of mutuality, to the
benefit of the institution (or the general public
weifars) as well us for the benetit and walfare of the
individual. Records should serve both. Neither should
have complete and unilateral control of student
racords.

State and local isws, regulations, policiss, and needs
for using and safeguarding student records do vary
greatly. For this resson, each school system or institu-
tion must find its own manner for dealing most
effectively with data management and confidentiality
lzsues, stating resuitant policies and procedures in
writing to assure clarity and uniformity of interpreta-
tion. When such policies and procadures are published
at sppropriate intervals {(e.g., annusily), parents, stu-
dents, school personnel, and others may become
familiar with them, and help apply them and improve
them.

L ® ® ® ® »

This chapter has presented some considerations
(including legal requirements for those receiving Fed-
eral education funds) for managing student records and
assuring their confidentiality. Student records are
necessary if schools are to provide a most effective
educational program. All data in thes:  cords should
be needed and accurate, used or transmitted to others
only for appropriate purposes ir. the best interests of
both student and school.

The chapter which follows contains a classification
of student data. Specific terms which might be
consi‘ered for inclusion in particular student data
Sysiems are included in chapter |V,

'3For administrative convenisnce, it mey be desirable to
obtsin blanket asuthorizstion from giveis students at the
beginning ot a school term for the ralease of particuler portions
of their records for specified purposes. For exsmple, students
might be given an upportunity to reqjuest in advance that
information about attendance and course marks be sent on
request to prospective employers or to jpostsacondary educs-
tional institutions where the student seeks to snroll.

<



Chapter il
CLASSIFICATION OF INFORMATION ABOUT STUDENTS

Categories of information for describing students
and groups of students are included in this chapter.
These cateqories are included in the handbook because
they encompass data which can be useful to teachers
and counselors in assisting studetts, and to educational
administrators in operating their school systems and
schools. Major items within the categories are pre-
sented in a classification format to show the full scope
of handbook items-and the relationships of informa-
tion categories and items to each other.

The five-digit sequence in the listing represents a
numerical indexing code for classifying student in-
formation, as used in this handbook and as outlined in
chapter |, pages 3 and 4. These five digits are intended
for this purpose only and were not developed as codes
to be used in computer processing. However, chapter
IV contains additional detailed items having two digits
foilowing the decimal points, and these two digits may
be adapted or used in computer programing.

lllustrative of the coding in this chapter is
"1 05 02 Evidence Verifying Date of Birth.” The first
digit ‘1" refers to ""Personal identification”; the first
three digits *‘1 05" refer to "'Birth and Age Data”’; the
five digits ‘1 05 02" identify “Evidei.ce Verifying
Date of Birth.” The detailed codes providing the
multiple choice answers are found 'n chapter 1V, eg.,
.01 foliowing the 1 05 02 refers to *‘Birth Certifi-
cate.” and "".02" to “Hospital Certificate.’’
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The eight major classifications of student items in
this manual, with the first digit code, are:

1 Personal identification

2 Family and Residence

3 Physical, Health, Sensory, and Related Condi-

tions

4 Mental, Psychological, and Proficiency Test Re-
suits and Related Student Characteristics

Enroliment

5 Performsnce

T Transportation

¢ Special Assistance and Tuition

!

The categories through the first three digits are shown
in figure 1b, paye 4. The definitions in chapter IV are
in the same sequence, and their corresponding page
numbers are included in the listing which follows as a
reference aid.

As additional guidance to school administrators, the
listing provided in this chapter identifies by the use of
the symbol X'’ those items which may be considered
as basic to a student information system at different
levels of instructionai organization. These suggestions
generally represent the minimum data needed to serve
the student asd to aid the school in curriculum
development, instruction, student services activities,
and administration.
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PERSONAL IDENTIFICATION

1 00 00

Included under this heading are items of intormation which may be used in identifying sn individual student.

Organizational lsvel

Definition | Elementery | Community/
on and junior Adult
Code Description page no. | secondary college education

10100 NARRE ............. . ¢c¢ciiiitinnnnnnnns 29
101 01 legalName . .. . ...... ........cccccu.. 29 X X X
101 02 AnyOtherName ...................... 20
10200 STUDENTNUMBER ..................... 30 X X X
10201 Social Sacwsicy Number . . . . .............. 0
1 02 02 Other StudentNumber ... ............... 30
103 00 SEX .. ... ittt it tnennnnerenanennnes 30 X X X
104 00 RACIAL/ETHNICGROW ................. 30 X X X
10600 BIRTHAND AGEDATA .................. 31
106 01 Deteof Birth .. ........ccviviiinunnnnns 31 4 X ..
106 02 Evidence Verifying Dateof Qirth . . .......... 31 X . .ee
10503 Age Group of Student (in Aduit Education)} 32 .o .e- X
1056 04 Placeot 8irth ............ e eee e 32 X
1068 00 MINOR/ADULT STATUS ................... 32 X .e- “ee
107 00 FAMILY RESPONSIBILITY .. .............. 33 .-
107 01 Merital Status . . . ............c.c0iuvun. 3 .ee X X
107 02 Numberof Dcpendents . ................. 33
10800 CITIZENSHIPSTATUS . ................... 33 ‘e --- .-
109 00 LANGUAGE CONSIDERATIONS . ............ 3
1 09 01 Fluency with English (Standard American) . . ... 34 X X X
109 02 Orher Langueges and/for Dislects in which

Fluant .. . . ... .......... et eraens 34 .o .. ..
1 09 03 Language and/or Dislect Predominant in the

Home .. .. ........0ccciiiiuunn. 34 .es .- .es
111 00 VETERANBENEFITSTATUS .............. 34 X X



CLASSIFICATION OF INFORMATION

FAM!LY AND RESIDENCE

2 00 00

Information under this hesding concerns members of the student’s family and their residencs.

Organization jevel

Definition | Elementary | Community/
on and junior Aduilt
Code Description Page no. | secondsry college | edu-ation
21000 PARENTS . ... ... ciiii i 35 .
21100 MaleParent . .................c0iunn. 35 .es
21 0 Name of Mate Parent . . .. ..... et 35 X X
2 11 03 Relationship to Student . . . .. N e 35 X .es .ee
211 04 Living/Decossaed . . ............. e 35
211 056 Education of Male Parent . . . . . . i 35 .-
211 06 Occupation of Male Parent .. ... ......... 335 .- . ses
21110 Employment of Male Paremt . . . . ........ . 7 .o .ee
211 N Nature of Employment . .. ............ 37 --- .- cee
21112 Employer of MalePasent . . ... ......... 7 .- N
211 13 Occupstional Status . ......... Ceeeaan 37 ces
21200 Female Parent . ....................... 38
212 09 Nane of Femele Parent .. .............. 38 X H{ .
212 02 MasidenName .. ............ e e 38 --- .ee .
212 03 Relationship to Student . . . ....... e 38 X .o cee
21204 LivingfDocessed . . .................... 38 ..
212 05 Education of Femnale Parent . ............ 38 ces - .en
212 08 Occupation of Ferrale Parent .. ... ....... K] cee
212 10 Employment of Femaie Perent .. ....... .. 33 ses
212 11 Nature of Employment . ........ e 38 .- .o “ee
21212 Employer of Fernale Parent . .. ........ . 38 .- .- .e-
21213 Occupstional Stetus ... ............. . 39 .- ese .-
21300 Sponsor (for overssss dependent schoolis of the
US. Department of Defense) . ............ 39

2 20 00 RESPONSIBLE ADULT OF DOMICILE (if not

thestudentoraparent) . ................. 39 .- .ee see
22000 Name of Responsible Adult . ............. 39 --- ses .e-
2 20 02 Maiden Name (if appropriate) . . . .......... 39 see see ---
2 20 03 Ralationship to Student .. .............. 39 .. .- see
2 30 00 BROTHERS AND SISTERS LIVING IN THE

HOUSEHOLD . ................c...... 39 -- .e- ..
2300 Names . ... ... . . .. .. i, 39 .en .ee .-
2 30 02 Relationship to Student .. .............. 39 ses .o .e-
2 30 03 Datesof Birth . .. ..........cccvevunun.. 40
2 30 04 Names of Schools Attended . . ........... . 40
2 30 05 Student Numbers . ........... e 40 --- .--
2 40 "0 FANILY ECONOMIC INFORMATION .. .. ... . 40 aes .. .o
24,0 Famity SeitSustaining ................. 40 .o .ee .en
2 40 02 OnWelfare . .............cciiuuun. . 40 see .ee
2 40 09 Other Family Eavnomlc Information . ....... 40 vee . .o
2 60 00 FAMILY SOCIAL/CULTURAL INFORMATION . . . 41 ae- .- .en
26000 RESIDENCEDATA . ...........c.c0uuun.. 41
2 60 10 Resiaence of Student . .. . .. .. et 41
2 60 1 Addrees . .. .. . st e C et e e 4 X X X
2 60 12 Telephone Numbcr ............. 41 X X X
2 80 20 Rasidence of Male ?aront i( dlﬂouui ......... 41 .e-
260 20 Address . .......... .. .. e 41 X X .o
2 60 22 TelephoneNumber . .. ................. 41 X .e- .es
2 60 30 Rssidence of Female Parent, if different . . . .. .. 42 een
2 60 3 Address ... ... ... e 42 X X cea

19
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FAMILY AND RESIDENCE--Continued

[ Organizational level
Definition | Elementary | Community/
on and junior Aduit
Code Description page rc. | secondary college | education
2 60 32 Telaphone Number . . .. ................ 42 X
2 60 40 Residency Satusof Student ... ........... 42
2 60 41 Administrative UnitLocation . ............ 42 X X X
2 60 42 Resson for Attending 5chool Outside Usual
Attendance Ares . . ....:............. 2 - -

26060 CowusZoneNumber .................... Q2 . - -
2 80 60 Ruidence Block Number . ................ 42 . . .-
26070 OtherGeographical Aves . ................. 43 .- . .-
26080 StudaniHowsing ....................... 43 -- ..
2 60 81 Typeof Housing ...............ccc... 43 . -

31




CLASSIFICATION OF INFORMATION
PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS

3 CO 00

information under this headirg concerns various sspects of the student’s physics! development; sanory, physicsl, and
related conditions; medical history: physical examinations: referrals; physical impairments; and emargency information.

Organization level
Definition | Elemantary Community
on and junior Adult
Code Description pege no. | secondary college education

3 01 00 STUDENT MEDICAL RECORD NUMBER .. .. ... 44 -- -
3 10 00 HISTORY OF PHYSICAL DEVELOPMENT .. . ... 44 . .-
31100 Helght ....o.ooviiivnnnnnnnnnn nnn.. 44 X .- .-
31200 Weight ..., 44 X -- .-
31300 OrslHesith . ..................... « .-- .-- .-
31301 Numbecof Testh ...................... 44 .- .ee
313 02 Numbar of Parmanent Testh Lost . .. .. ...... 45 .ee .ee .-
313 03 Numbarof TesthDecayed . . .............. 45 - .- .ee
31304 Number of Teeth Restored , ... ........... 45 .. .-e
31305 Occlusion . . ............0c00vuuuun... 45 - ..
31306 Gingival (Gum) Condition .. .............. 45 .. .. --
313 07 Condition of Orsl Soft Tissues ............. 45 .- .ee
31308 Dental Prosthetic Appliances . ............. 46 .-
3 19 00  Other Significant Aspects of Physical

Development ........... ............. 48 .- .- .--
3 20 00 SENSORY, PHYSICAL, AND RELATED

CONDITIONS ..............c0couvvuven. 46 .-

32100 WVislon ...t i i, 46 .-
321 01 Vision Test . ... ... ... ... ivuunnir. 46 .- .e- ...
321 02 Uncorrectod Vicon .................... 45 .e- .- .-
321 03 Corrective Glassss or Lenses Required . . . . . ... 47 . .. .-
321 04 Corrected Vision . ... .................. 47 .- .
32105 Visusl Impairment .. ................... 47 X -
32200 Hesring . .........iiiiinnn., 47 .-
32201 Screening Test (Hesring) . ................ 48 .. . --
322 02 Pure Tone Audiometric Test . . ... .......... 48 .- ..- ---
9 22 03 Speech Discrimination Test (Unaided) . . . .. ... 48 .- .- .-
32204 Speech Discrimination Test (Aided) . .. ...... 48 - .- .-
322 05 Other Audiormatric Tests . .....,.......... 48 . - .
322 08 Overall Ewlustionof Heering . ............. 48 ..o .- .-
322 07 Auditory Handicsp ., ................ 49 X X .-
322 08 Age at Onsat of Hearing Impsirment . . . . .. ... 49 .- ..- .-
32300 Speechandlanguege .................... 49 .
323 M Speech andfor Languagé Test . ... .......... 49 - - .-
3 23 02 Overa/l Evaluation of Speech anc Language . . . . 49 .ee .- .-
32303 Communication Distorder . ............... 50 X X -
324 00 Orthopedic Condition ................... 51 . --- .-
32500 NeurlogicsiCondition .. ................. 51 - - -
326 00 CwdiscCondition ..................... b1 - .- --
3 27 00  Other Physicsl Condition ................. 51 .-
3 28 00 Physicsl and/or Hesith Hendicsp . . ......... 51 b4 X .ee
3 23 00 Physical Anomalies and Cosmetic Conditions

of Potential Emotionss Significence .. .. .. .. 52 .- . .-
3 30 00 MEDICALHISTORY .............cc0uuu.. 52 ...
3 31 00 Disseses, Ilinessss, and Other Temporary

Conditions ......................... 52 -ee . .ee
3 3200 immunizations .. ..................... 52 X X .ee
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PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

Organizational Level
Definition | Elementary | Community/
on and junior Aduit
Code Description page no. | secondary college education
3 33 00 School-Related Injuries and Medics!
TrasIments . ... ... .00t in it b 54 X X ...
3330 School-Reiated Injuries . . .. ............. . 54 so- .- “.e
3 33 02 Medical TreatmentsatSchool ... .......... &5
3 34 00 Other Serious Injuries ....... 85 X X
33500 Swrgery ..........ccc000000 0000000000 55 X X
33600 DrugAbuse ..........cot0iteenumnne 58 .e- .e-
3 37 00 Medicsl Labosatory Tests and Proceduree . ... ... 855
337 1 Tuberculosis Test Rasults . . .. ............ 85 X X ..
3 37 02 Blood TestResults . .................... 56
337 a3 Rosults of Other Medical Lasboratory
Testsand Procedures . ................. 55
3300 OthecMadlicgi MHistary ................... 58
3 40 00 REFERRALS FOR PHYSICAL, HEALTH, SEN-
SORY, AND RELATED CONDITIONS . . ... ... 56 .-
3 40 0% Parson or Agency Making Referral . . - . . . e 56 X X ..
3 40 02 Person or Agency to Whom Referred - . . . . . ... 56 X X
340 03 Couspof Referral ..................... 56 X X cen
340 04 Purposels) of Referral . . . . .. ............. 56 X b ¢ .
340 05 RoferralCompleted .. .................. Y X X oe-
340 0§ Report from Referral Person or Agency . . . . . .. 857 X X .-
3 50 00 PHYSICALEXAMINATIONS ............... 57 ---
350 0 Type of Physical Exemination . .. .......... 57 --- .o ..
3 50 02 Examiner . ... ... ... .. e 57 X X see
3 50 03 Examination Resutts . . ... ... ........... &8 X X .ee
3 60 00 PHYSICAL, HEALTH, AND SENSORY
IMPAIRMENTS ... .........ccoiiiiiunn. 68 .--
3 60 01 Natureof Impairment . . . .. .............. 58 X X o
3 60 02 Extentof Impsirment.. . ................. 68 X X .-
3 70 00 LIMITATIONS ONSCHOOLACTIVITIES ....... 68 .-
370 01 Natursof Limitetion . .................. 88 X X .e-
3 70 02 CruseofLimitation . ................... 59 X X cee
3 70 03 Lruration of Limitation . .............. ... 50 X X .-
370 04 Person Recommending Limitation . . . . . ... ... 89 .. cee .
3 80 00 EMERGENCY INFORMATION .............. 59
380 01 Person (s) to be Notified in Case of Emergency 59 X b ¢ X
3 80 02 Emergency Factor . ............cccouun. 59 X X X
3 80 03 Physician . . ........c.ciiiie iiiiiann 60 X X X
380 04 Hospitel Preference .. ....... .......... 80 ve- .- -.e
380 05 Bentist .. .. .. ... . . . e an --
3 80 06 Insurance Coverage .. .................. 80 .o .ee e
3 80 07 Religious Considerations ... .............. &0 .. .- .o
3 80 09 Other Specific Information and Instructions . . . . 81 X X X

33
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CLASSEFICATION OF INFORMATION

MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS
ANO RELATED STUDENT CHARACTERISTICS

4 00 00

Information recorded under this heading involves the studant’s mental, emotional, and behsvioral charscteristics, as
indicated by the results of standardized tests and inventories and by the findings of psychological appraisals.

Organizational Leve!
Definition | Elementary | Community/
on and junior Adult
Code Description page no. | secondary college education
4 10 00 MENTAL, PSYCHOLOGICAL, AND PRO-
FICIENCY TESTS AND INVENTORIES .. ... .. 61 ces
411 00 Testidentificstion ................... ... 81 ce-
411 0 Trpeof Test .. ....................... 61 X X
411 02 Nemeof Test . ....................... 63 X X .-
411 03 Publisherof the Test .. ................. 63 X X .-
41104 Copyright Dateof Test . ... .............. &3 X X .-
41105 Leveiof Test ......................... 63 X X .o
411 06 Formof Test ........................ 63 X X .o
4 12 00 Formof Test Administration . .............. 64 .ee
412 01 Group/Individual Test . ................. 64 X X .-
412 02 Written/Qral/Performance Test . . .. ... ... .. 64 .ee .es ...
4 12 03 Language in Which Test is Written
or Given (ifnotEnglish) ................ 64 . .- .ee
41204 Dete Tayt wes Administered . . . ... ......... 64 X X ..
4 12 05 Locationof Test ... ................... (.2 -e- .-
412 06 Neme ana Title of Person Administering Test . . . 64 . .-
41300 TestScoring .................... e 64 see
413 01 TestResults ......................... a4 X X .-
4 13 02 RengeofScores ....................... 65 .-- .-
413 03 NormGroup . ..............cccuv.. .. 65 .
41304 Tvpeof Score Reporting . ................ 65 .-
4 20 00 REFERRALS FOR SCHOOL WORK OR FOR INTEL-
LECTUAL, SOCIAL, OR EMOTIONAL REASONS 65 .-
420 00 Person or Agency Making Referral . . . .. ... .. 65 X X .-
4 20 02 Person or Agency to Who.n Referred . . . . . .. .. 65 X X --
4 20 03 Csuseof Referral . . . ................... 65 X X .--
4 20 04 Pwposels)of Refesral . . . ................ 65 b 4 X .-
4 20 05 Raferrsl Completed . . .................. 656 b 4 X .
4 20 06 Report from Referral Personor Agency . . . . . . . 66 X X .-
4 30 00 SPECIAL MENTAL AND PSYCHOLOGICAL
CHARACTERISTICS ................ .... 66 ---
4300 Gittedand Talented . ................... 66 X . ..o
4 30 02 Underschievers . . .. .. ... .............. 67 --
4 30 03 Slow Lesrrers . .. .. ..... ... .. ...... ... 87 .- .
4 30 04 Mentally Retarded . . ............... 87 X see .-
4 30 05 Seriously Emotionally Disturbed . . . ... ... .. 67 X ... .s
4 30 06 Socially Maladjusted . . .................. 87 X .o .-
4 30 07 Children with Specific Learning
Dicabllities . . ....................... 67 X - --
4 30 09 Other Behavioral and Psychoiogical
Charocteristies . . . ... ................ 68 X --
4 40 00 MOST EFFECTIVE STYLES OF LEARNING . . . .. 68 .- - ..




STUDENT/PUPIL ACCOUNTING
ENROLLMENT
5 00 00

Enroliment is 8 broad category which includes data sbout the siudent’s entrance into the situstion in which he will
recaive instruction {e.g., school, class, and instruction by correspondence), sbout his memberthip {including sttendance,
absence, tardiness, and esriy departurse), and about his withdrawal (i:xciuding completion of work, transfer, dropout,
and death). Some Stats laws require the maintenance of this dats not cnly for studets actually snrolied in & public
schooi, but for students in nenpublic schools as well.

Organizational level
Dsfinition | Elemantary | Community/
an and junior + Aduit
Code Description page no. | sscondary coliege education
5 10 00 ENTRANCE(ADMISSION) ................. as
511 00 DstectEntryorAdmission ................ 89
511 01 DewolEntry . ...........ciiiiiininnn a X X
§ 11 02 DawofAdmission ..................... 0 X
5 12 00 Typeof Entry . . .. ........ 0 iivivvenennn . X X X
5 13 00 Admission Status {Community/Junlor )

Coliege) ...........ciiiiii it 1 b 4
$§ 1400 FormerBDropout ....................... 73 cee .- .-
5 15 00  School or Other Institution Previously

Attended .. ...... ... ... 00 73 .-
516 01 Name snd Address of School or Institution From .

WhichRecelved ..................... 73 X X .e-
$ 15 02 Name snd Address of Other Institutions Previously .

Attended . . . ... ... .. e i i e 73 .- .e- oo
5 156 03 Type of School From Which Incoming Student

isReceived . . .. .........c it 73 ... .-~ cem
5 16 00 Educstions! Level Praviously Completed

by Aduit EducationStudent .. ............ 73 X
51700 SchoolEntesed .............. eer e . 73 .e- ---
g 17 01 Name of School and School Syseem . . .. ... .. 73 .-
§ 17 02 Sehool and System Number or Code (i any) . . . . 74 .e- .es .o
517 03 School Addre. s .. ...ttt 74 ... .ee e
S1800 Dued Erwollment . ..................... 74 .ew
518 01 Neme of Second School and School System . . . . 74 X X see
65 18 02 Number or Code of Second School and System

litany) . ......c v 74 .e- N cee
5 18 03 Address of SecondSchool ................ 74 .-
5 19 00 Type of School or Institution Entered . ........ 74 ---
6519 01 Preschool Qrgenization .. ................ 74 .o .es cre
5 19 02 Elementary, Middle, and Secondary Schools . . . . 75 .-- .ee
519 03 Commuanity/iunior College .. ............. 76 .- .. c.e
519 04 Adult School or Other Arrangement for

Adult/Continuing Educetion . ............ n .o -ee oo
$21 00 GradeEmerador YesrinSahoo! . ............ 7 X X <o
52200 Locstionofimtruction ..........c.000... .o 7 ) 4 X X
6 23 00 Type of Program Entered (Community /Junior

College or Adult/Continuing Education) . . ... .. 78 X X
5 24 00  Type of Class (or Instructions! Grouping) ..... .. 79 X b 4 -
525 00 Principe! Mediumof Instruction . ............ 79
626 00 Full-Time/Part-TimeStatus . ............... 79 X X
5 27 00  Dey/Evening Status (Community/Junior

Collage) . ........ ..ot ininnnn. 80 b 4



CLASSIFICATION OF INFORMATION

ENROLLMENT-Continued
Organizational leve!
Defirition | Elementary | Community/
on and junior Adult
Code Description pege no. | secondsry collage sducation

528 00 Specisl Program Modificstion. ... ........... 80 X X .ee
5 28 01 Program Modification for Religious Ressons . . . . 80 .o .- .-
5 28 02 Program Modification for Physical Ressons . . . . . 8G .e- ... ..
5 28 03 Program Modification for Other Ressons . . . . . . 8. cee .- .e-
5 28 G4 Special Resource Requirements . . .......... 8C cee .o .-
£ 31 00 CourseorClass Assigrment ............ .... 81
S 31 0 CoursefClass/Activity ... ............. ... 81 X X X
§ 31 02 Staff Member Neme . . . ... ............ .. 81 X b 4 X
5 31 03 RoomNumber .................... ... 81 X : X
531 04 Period Number . ....... ............... 81 X X X
853105 Language of Instruction ... . ............ 81 ... .. ..
53200 Counselor ..................... e 81 .- .- .-
£3300 HomeroomTeecher ..................... 817 .- ce- ...
3 40 00 MEMBERSHIP AND ATTENDANCE . .......... 81 . .-
5 41 00  Membership information . ................. 81
5 41 01 Number of Days of Membership . . . . . . e 81 .. ..- .--
5 41 02 Percentage of Time in Membership (for an .

individusl) ... .. ... ... ... ... ..... 82 cee ..~ .o
542 00 Arnendance Infermation . ... .............. 82 ... ...
542 00 Number of Duys of Attendence . . . ......... 82 X .- e
5 42 02 Number of Drysof Absence . ... .......... 83 X . .-
5 42 03 Reason for fiuserce . ................... 83 .e- ... .--
$ 82 04 Referrvis §:crussof Abssnce . . ............ 83 .- . .ee
5 42 05 Numes 2o Yimes Tardy . ................ B4 --- .o .ee
5 42 06 Number of Esrly Departures .. ............ 84 .e- .e- .o
5 42 07 Relasased Time . . . . .................... 84 .. ... .-
5 42 08 Percentage of Time in Attendance (for an

individual) . . ... ........ ... ..... ... 84 .- .o ---
55000 WITHDRAWAL ......................... 84
55100 Teanster ...................... . ...... 84 .e-
5 51 01 Tvpeof Transfer . . .................... 85 X X .e-
5 51 02 School or System to Which the Student Transfers 86 X X .ee
5 52 00 Completionof Schoolwork ... ............. 85 X X X
5 63 00  Discontinusnce of School (DroppingOut) . . .. . .. 86
5 53 01 Compulsory Attendance Status st Time of Dis-

continuing School . .... ......... ceees 86 X .o .--
5 &3 02 Reason for Discontinuing School . . ......... 86 X X X
5 53 03 Residence After Discontinuing Schools . . . . . . . g8
5 53 04 Source of Discontinuance Information . . . . . . .. 88 cee .- .e-
56400 Deeth................c0uvii. 89
5 54 01 Couseof Desth ......... et te e . 89 “ee see ...
5 54 02 Source of Death Information .. ............ 89 .- cee ---
5 60 00 NONENTRANCE INFORMATION ............ 89 .e- .- .o
5 60 01 Reason for not Entering Locs! Public

Elementary or Sscondary School . . ... ... .. .. cee cee
5 60 02 Source of Nonentrence Information . . .. ..... 90 .- see ..




STUDENT/PUPIL ACCOUNTING

PERFORMANCE

6 00 00

Informetion recorded undar this haading concerns sspacts of the student's sctivities and sccomplishments, including
those which are a pert of the school program, those which are conducted outside the school, and those which are un-

dertaken after he lesves the school.
Orgenizational level
Definition | Elemantary | Community/
on and junios Adult
Code Description pege no saconcery |  coilege education

810 00 SCHOOLPERFORMANCE ................. 91
61100 ProgramofStudies . ..................... 91
6 11 o1 Tvpeof Programof Studies . .. ............ 91 - X
6 11 02 Type of Occupational Program of Studies . . . . . . N . X X
6 11 03 Type of Retraining Program . . . ... ......... 91 - X X
6 11 04 Aren of Specislization . . . .. .............. 91 . X X
61200 Courssinformetion ..................... 92
6120 Su™isct-Matter Area 0r Department . . . . . ... .. a3 xe X X
8 12 02 CourseCode ......................... 83 X X X
6 12 03 DescriptiveCourse Title . .. .............. 23 X X
6 12 04 Gradslevel .................cc.u. 93 X b 4 -
6 12 05 Special Student Group for Which Course is

Detigned . ... ... ................... 83 .- - .-
6 12 06 Principsl Medium of Instruction . . .......... 93 - .n
6 12 0% Cowse TimeElements . ................. 93 oo cee
8 12 00 Mk or Report for Student Parformencs .. ... .. a4 X X X
6 1400 Credita(Unitsof Value) . . ................. 94
6 14 01 Crecits Trangferred in . . ................. 94 X* X X
8 14 02 Credits Attempted (Given School Term) . .. ... 94 xe .- .
6 14 03 CQumulative Credits Attempted . ... ......... S4 X ove .-
6 14 04 Credits Recsived: School Yeer . ... ......... 94 xXe X X
6 14 05 Credits Received: Cumulstive . . ............ 94 X X b 4
61600 MakValue .................0ivvunn.. 94
6 15 01 Mark Points Transferred In . . ............. 85 X* X X
6 15 02 Mark Points Received (Given Reporting

Period) ............ ... . . ... a5 xX* X X
6 156 03 Cumulative Mark Points . .. .............. 95 xe X X
6 1600 Merk-PointAverage ..................... as
6 16 MM Mark-Point Averege (Given Schoal Term) . . . . . . 95 X X b 4
6 18 02 Cumulative Mark-Point Aversge . . . ......... a5 xX* X X
6 16 03 Size of Completion Croup .. .............. 85 xXe X X
6 16 04 Rank in CompletionGroup . .............. 25 X*
6 17 00 Cocurricular Activity Information ., . . .. .. ... .. 95 .-
6 17 01 Descriptive Activity Title .. .............. 96 oo .ee ..
6 17 02 ActivityMonors . . . ................c... 26 .- . -
61800 Progreminformation ..................... 96 .
6 18 01 Type of Promation . ................... 96 X X --
6 1802 Reason for Nonpromotion ., .. ............ 96 X X .-
6 21 00 RecognitionforCompiation .. .. ............ 96
62101 Recognitian for Graduation or Compietion of

ProgramofStudies ................... 97 X* X X
6 21 02 Recognition for Completion of Self-contained

Class, Course, or Cocurriculuar Activity . . . . . . 97 X* X X
62200 Honorsinformstion ..................... 97 .-- .ee --
62300 TraneoriptRegquests . .................... 98 . .. -
*Secondary School



CLASSIFICATION CF INFORMATION

PERFORMANCE—~Continuad
Organizational Level
Definition | Elementary | Comvaunity/
on and junior Adult
Code Dexcription page no. | secondsry college sducation

6 30 00 NONSCHOOLPERFORMANCE .............. 28
6 31 30 Employment informetion . ................ 98
6 31 01 Employer'sName ..................... 29 .-
6 31 02 Nours Worked Per Week . ... ............. 29 ..
6 31 03 Employment Permic Information . . ......... 90 .ee --- -
G 31 04 Work-Study Program Perticipation . ......... 90 ..
6 32 00 Other Nonachoo! Performancs Information . . . . . . 99 --
6220 Oescription of Nonschool Activity ... .. ... .. 99 .
6 32 02 Nornachoo! Activity Honors . . ... .......... 9% .-
6 33 00 Nonechool Activity interests . . ... .......... 96 .--
G 40 00 POSTSCHOOLPERFORMANCE ............. 939 ..
6 41 00 Postechool interestsand Plans . . ... ......... ] 99 - ..

6 41 01 Subiect Astter of Postschool Training or
Eg:cetion in Which interested . . . . ... ... .. 100
6 41 02 Extentof CducstionPienned . . ... ......... 101 -e- ... .e-
6 41 03 Career Qbjectives 10%
G 42 00  Postschool Education and Tralning Informstion . . . 101
6 42 01 Type of Postschool Educetion or Treining . . . .. 101 .. .en
G 42 02  Institutionls) in WhichEnralied . . . . . . . .. ... 102 . .- -
6 42 03 Honors and Recognitions Awerded . . . . ...... 102 .o .ole .e-

6 43 00  Postachool Oocupetion and Employment

Information. . ........................ 102 con . .ee
6 43 61 Employer . ... ... . . .. e, 102 cee -
6 43 02 Tvpe of Work Performed . . .. ............. 102 ... .e- .-
G 43 03 Milicery Service Experience . . . ... ......... 102 .o ...
6 44 00  Other Postschoo! Activitles ................ 102 ...

38
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STUDENT/PUPIL ACCOUNTING

TRANSPORTATION
7 00 00

information recorded under this heading concerns the trensportation of students. This information is collected pri-
macily for the use of local schoc! administrators and sdministretors of State programs of transportstion. It should be

meinined to whatever limits such recordkeeping is required by law or regulstion or for effective oparstion of trans-
pertation programs.

[ Organization lgvel
Definition | Elemantary | Community/
on and junior Adult
Code Description page no. | sscondary college education
7 01 00 TRANSPORTATION STATUS OF STUDENT . . ... 103 X .. oo
7 02 00 DISTANCE FROM HOME TOSCHOOL ... .. .... 103 X s .o
7 03 00 ELEGIBILITY OF STUDENT FOR TRANS-
PORTATION AT PUBLICEXPENSE ... ..... 103 X ce- .-
7 04 00 VEHICLE ON WHICH TRANSPORTED ... ... ... 104 “ee .. ..
7204 0 Publicly Owned Vahicie ................ 104 <o cen .o
7 04 02 Frivately Owned Vehicte . ............... 104
70500 ODISTANCE YRANSPORTED ................ 104
7 068 00 LENGTM OF TIME TRANSPORTED .. ......... 104 .ee ... ..
7 07 00 QUALIFICATION FORSTATE TRANS.
PORTATIONAID ...................... 106 X . .
708 00 SCHOOLBUSNUMBER ................... 108 X .
7 09 00 SCHOOLBUS ROUTENUMAER ............. 106 b 4 .. ..
717100 SCHOOLBUSRUNNUMBER . ............... 106
712 00 BUSSTOPIDENTIFICATION .. ............ 106 X cee

SPECIAL ASSISTANCE AND TUITION
8 00 00

Information recorded under this hesding is administrative in nature snd concerns situstions in which receipt of
money or other assistance by the school, the school district, the student, or his tamily is based upon the charscter-
istics or stetus of the individus! student or his family. included is information concerning eligibility and participation X
in programs for which money is granted by the State and/or Federsl Government. Such information should be main-
tained to whatever limits such recordkeeping is required by lsw or regulation.

Orgsnizations! level
Defintion | Elementary | Community/
on and j-nior Adult
Code Description page no. | secondary college educstion

8 01 00 STUDENTS WITH SPECIAL CHARAC-

TERISTICS . . . .......... ... . 10€ X X ..
g0t M Specisl Conditions . . .................. 106 .
8 01 02 Multiple Conditions . . ... ............... 107
8 02 00 FEDERAL EDUCATIONAL PROGRAM

EUGIBILITY . ... . ... ... . . .., 197 X X X
8 03 00 STATE EDUCATIONAL PROGRAM

ELIGIBILITY .. .. ... ... .. ... 108 X X X
8 04 00 OTHER SPECIAL EDUCATIONAL

PROGRAMELIGIBILITY ... .............. 109 X X X
8 05 00 WELFAREELIGIBILITY ......... ......... 109 .. -. .ee
8 06 00 TUITION AND FEE INFORMATION .... ..... 109 .-
8 06 01 Tuition Requirement . . ... .......... ..., $09 .o “en
8 06 02 TuitionStetus . . ..................... 109 X X
8 06 03 TuitionPeid8y ...................... 109
8 06 04 FemsPoidBy .............. TCRERRES 110



Chapter IV

DEFINITIONS OF ITEMS OF INFORMATION
ABOUT STUDENTS

The use of commonly understood terminology is
essential for efficient communication and reporting
about students. The use of common data items also is 8
foundation for valid statistics and meaningful research.
It can contribute substantia'ly toward improving iearn-
ing. The items of student information most needed for
these purposes are listed and defined in this chapter.
Thus, this is the most important chapter of the
handbook.

The listing of information items in this chapter is
comprehensive, but nct exhaustive. Some possible
items of information have not been included because
they do not meet the criteria specified on page 2.
Other items have been described in their broad
categories oniy, with raference given to other sources
where more detailed breskouts are available. in some
instances wheare detailed listings and definitions of
items are included in other handbooks of the State
Educational Records and Reports Series, reference i
made to those handbooks.! "

No defintion is included twice in this chapter. If a
term appears more than once, reference for definition
is given to where the term first sppears.

The coding in this chapter is assentially identical
with the coding in chapter lil, and is utilized primarily
as a maans of orderly classification. Howaever, chapter
I is limited to cateyories of items of information
ihrough their first 5 digits, wheress chapter IV, in
addition to incorporating definitions, includes muitiple
choice responses to many of these categories.
Categories may b further subdivided ss required for
specific records and reports, but they should not be
combined in basic records.

The listing of items of information is quite extensive
and should be reviewed by State and locs! school
personnel in relation to their own needs and in
accordance with local and State laws and regulations
regarding educationai reporting and confidentiality of
student information. The subject of data selection and
confidentiality is covered more fully in chapter .

PERSONAL IDENTIFICATION
1 00 00

Included under this heading are items of information which may be used in identifyiﬁg an individual student.

101 00 NAME

The legal name and any other name by which a person is known or may have been known.

The full legal name of a person including last name, first name, and middle name, and any

101 01 Legal Name
appendage such as Jr. or |11,
101 02 Any Other Name

Any name, other than the legal name, by which 3 person is known or may have been known,
including the maiden name of a married female, or the traditional tribal or clan name of an
American Indian. In Samoa, the Matai name should be recorded here.

! Complete publication information for these handbooks is included on page 111,

40
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KV STUDENY/PUPIL. ACCOUNTING

1 PERSONAL IDENTIFICATION—Continued
102 00 STUDENT NUMBER

The number assigned to the student for identitication ard recordkeeping pu*posss. Normally only
one number need be used for identification.

1 02 01 Social Security Numbesr
The Number assigned to & person by the Social Security Administration.
1 02 02 Other Studant Number

A number assigned to a student by the school or school system, or used for identification and
recordkeeping purposas (other than social security r.umber), e.g., a serial identification number,
birth certificate numter, or universal birth number.

103 00.00 SEX

A nerson’s sax: male or female.

01 Meie—A man or boy.
.02 Femgle—A woman or girl,

1 04 00.00 RACIAL/ETHNIC GROUP

A person’s genera; racial ar ethnic heritage. The following categories are based on and generally
compatibie with those expected to be used in the near furture by the DHEW Offics foi Civil Rights
(OCR) (ss of December 1974).2 When this information is to be included in the records of individual
students, each student (or the student’s parents) should have the right snd opportunity to seiect the
appropriate category.

For purposes of reports to OCR (as anticipated in December 1974), the five catsgories which
follow should be considered as mutually exclusive. The Hispanic category should be given priority; if
a person is Hispanic, the Hispanic category only should be applied.

Where separste “racial’’ breskouts are desired, the one most appropriate category of the firet four

" should be applied to each student. In addition, the Hispanic category a/so should be applied, where
appropriate, making possible totals for both Hispanic and major racigl groups. Similarly, where
required for State or local purposes, any other ethnic or nationsi group—such as Appalachian
mountaineers, Greeks, or persons from the irdian subcontinent—may be identified through the use
of a separate category.

If local or State needs require the subdivision of an entire category, compatible codes may be -
added for specific subgroups. In the case of American Indians, for example, tribal affiliations may be
desired in certain States, in which case the use of codes .11 to .18 is suggested, with .19 for “Other.”
in Alaska, separate designations {also subdivisions of code -10) may be used for American Indians,
Eskimos, and Aleuts, It may be Jesirable for some agencies to separatsly identify Puerto Ricans,

Mexican-Americans (Chicanos), Cubans, and persons of other Hispanic backgrounds as subgroups in
the same manner under code .50, Hispanic.

A0 American Indisss or Alsska Native—A person having origins in any of the original peopies of the
Western Hemisphere. : '

20 Asisn _(Oriental) or Pscific Islsnder—A person having origins in any of the original peoples of the
Far East, Southeast Asia, or the Pacific Islands. This includes, for example, Burma, Chira,

Mongolia, Japan, Korea, the Philippine Islands, and Samoa.

24t the time this handbook was printed, agresmants sbout categories and definitions for racial and ethnic groups were under devei-
opment for all Federal sgencies. Until such tims ss these Sgreements are completed, State and local agencies and institutions musi

refer to OCR (or to any other Federal agency requesting recisl/athnic data) for the specific reporting requiraments of sach dats col.
lection instrument,
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DEFINITIONS 31

.30 Black /Negro—A person having origins in any of the original peoples of sub-Saharan Afrina.

40 Caucasian—A person having origins \n any of the original peoples of Europe, North Africa, the
Middle East, or the Indian subcontinent,

.50 Hispsnic—~A person of Mexican, Puerto Rican, Cuban, Cantral or South American, or gther
Spanish culture or origin, regardless of race.

1 05 00 BIRTH AND AGE DATA

Data about a person’s age, date of birth, and place of birth.

1050 Date of Birth
The year, month, and day of a person’s bihrth.g—_
1 05 02.00 Evidence ‘ferifying Dste of Birth
The type of evidence by which a p 2rson’s birth date is verified.
0 Birth certificate—A written statement or form issued by an office of vital statistics verifying the
name and date oY birth of the thild as reported by the physician attending at the birth; or a

statement in written form issue ! by the physician sttending the child’s birth, recording the
child’s name and date of birth, snd acceptabie as a birth certificate by the political subdivision

where issued.
.02 Hospital certificate—A certificate issued by a hospital verifying the name and date of birth of a
child. )
.03 Physician’s certificate~A certificate issued by the physician attending at a birth, verifying the

name and date of birth of the child. A physician’s certificate is considered to be & birth certifi-
cate when accaptable as such by the political subdivision where issued.

.04 Baptismal or church certificate—A form issued by a church cartifying the baptism of a child.
This form records the date of birth and often is acceptable as verification for this date.

.05 Parent’s affidavit—A swomn, written statement made by a person’s parent to verify the person’s
age, date of birth, and place of birth.

.06 Entry in family Bible-An entry in a Bible on a special page for recording births, marriages, and
" other vital information about the family.

.07 Pas:ﬂ ~Any travel document issued by competent authority showing the bearer's origin,
: identity, a.id nationality, if any, which is valid for the entry of the bearer into a foreign country.

* For example, January 15, 1973 would be recorded 88 197,—01—16. This form of recording dats is in conformance with recentiy
spproved Federsl, national, and international standards for recording datas in &n sli-numeric form. (Reference: Federal Information
Processing Standard 4) ;
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32 STUDEN T/PUPIL. ACCOUNTING

1 PERSONAL IDENTIFICATION~Continued
105 00 BIRTH AND AGE DATA—-Continued
1 05 02.00 Evidence Verifying Date of +.rth—Continued

.08 Previously verified school record—A date of birth previously verified in a school record, which
is used in lieu of mere direct evidence (as included in items 1 05 02.01 to 1 05 02.07) to
verify the date of birth.

.n9 Other_avidence verifying date of birth—Evidence not included in items 1 02 02.01 to
1 056 02.08, such as an insurance record, selectiva service record, consus record, or other
records maintained by a Federal or State agency. Auv such evidence by which a person’s birth
date is verified should be specified.

1 05 03.00 Age Group of Student {in Adulit Education)

The age group of the student at the time of registration for adult education, if data on birth date
ara not obtainable.

.01 Under 18 years

.02 18 and 19 ysars

03 20 through 24 years
.04 25 through 29 years
.05 290 through 34 years
.08 35 through 39 yssrs
.07 40 through 44 years
.08 45 through 49 yesrs
.09 50 through 54 years
10 55 through 59 yeers
R 60 through 64 years
12 65 years and over

105 04 Place of Birth

The lccal governmental unit (e.g., city, county, township) and State, U.S. ter.itory, or foraign
country in which a person was born. (Codes for States and countries as standardized by the
National Bureau of Standards are included in appendixes D and E. If standardized county codes
are nceded, they can be founa in Feders/ . r:formation Processing Standards Publication 6-1. )4

1 06 00.00 MINOR/ADULT STATUS

A person’s status in relation to legal adulthood. (The minimum legal age of adulthood usually is
specified bv State law.)

0 Legal minor—A person who has not reached a specified minimum legal age of adulthood.

4U.S. National Buresu of Standards. Federal Information Processing Stendards Publicstion 6- 1, Countiss and Countv Equivalents ot
the States of the Uniicd States. Washington, D.C.; U.S. Government Printing Of¢ice (Superintgndent of Documents Catalog No.
C 13.52:6-1), 1970.
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107 00
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107 02

1 08 00.00

.01

.02

.03

1 09 00

DEFINITIONS 33

Emancipated minor—A minor who is free (emancipated) from parental control and thereby is
exempted from the provisions of compulsory school attendance.
Legal adult~A person who has reuched a specified minimum legal age of adulthood.
FAMILY RESPONSIBILITY
Marits! Status
The status of a person with regard to marriage.
Single—Never married, or marriage has been annulled.
Marrisd, living with spouse—Married, and living with spouse.
Married, saparated—Married, but not living with spouse (other than legally separated).
Divorced or legally separated—\Legally divorced or legally separated.
Widowed—Formerly married; spouse has died.
Number of Dependents
The number of persons (minor and adult) for whom a person has primary responsibility. The
record should include the name and relationship of any dependents, their age (if minorsj, and any
special care requirements,
CITIZENSHIP STATUS
The nature of a person'’s citizenship status within the United States.
U.S. citizen—A citizen of the United Stutes, regardless of how this status was acquired.
Citizen other than U.S.—A person who is not a citizen of the United States, whether admitted to
the United States for permanent residence or as a nonimmigrant. For reporting purposes, an
individusi admitted to the United States solely for the purpose of study, or whose immig.ation
status has been changed to that of student, is included under 1 08 00.03, Alien Student.®
Alien stugent (F-1 classification)—A person admitted to the United States solely for the purpose

of study.

LANGUAGE CONSIDERATIONS

The ability of the §tudent to speak and understand languages—including Standard American
English® and socio-cultural dialects of English®--and identification of the language spoken in the

be used.

$Schools aversess may need information es to the country ot citizenship. If coding is required, the country codes in sppendix E may

¢ See definition on page 117 of the Glossary.
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34 STUDENT/PUPIL ACCOUNTING
1 PERSONAL IDENTIFICATION~Continued
1 09 00 LANGUAGE CONSIDERATIONS—Continued

home. Information about the student’s fluency with English (Standard American) and with other
languages should suggest wnether or not his facility with the language of instruction is a hindrance
tc his ability to profit from the usual classroom instruction.
For some groups of adults it may be desirable to identify those who are functionaily illiterate.
Information about speech and language impairments and handicaps is included under
3 23 00.00, pages 49 to 51.

109 01.00  Fluency with English (Standard American)
.01 Fluent—Facile in speaking and understanding spoken English (Stendard American)

(.02) .277 Not fluent—Unable to readily speak or to understand spoken English (Standard American), so
as to adversely affect the student’s s thool performance and related efforts.

(.03) .28° Functionally illiterate —An adult who is unable to read, write, and compute sufficientiy well to
meet the requirements of adult life. For purposes of many adult/continuing education
programs, this is considered to include’ adults who have not gone beyond the eighth grade or
who cannot read, write, and compute at or above an eighth grade level of performance. In the
United States this term usually is applied also to foreign-born adults having limited ability to
use the English language.

1 09 02 Other Languages and/or Diatects in Which Eluent

Identification of any language and/c dialect other than Standard American English in which the
student is facile in speaking and understanding oral language, including socio-cultural dialects of
English and Native American Indisn tribs! languages. Any such language or dialect should be
specified.’

1 09 03 Language and/or Dialect Predominant in the Home

The primary language and/or dialect spoken in the student’s home, if other than Standard
American English. This language and/or dialect should be specified.?

1 11 00.00 VETERAN BENEFIT STATUS

The current eligibility of persons who served in the U.S. Armed Forces—and of their dependents
and/or survivors—to receive educational benefits from the Veterans Administration.! ©

01 Eligible veteran
.02 Ineligible veteran
.03 Eligible cependent or survivor

TThe code .27 is sppropristely used when icentifying “Not fluent with English”’ emong s large number of student charscteristics.
See item 8 01 01.27 on page 106. _

*The code .28 is appropriately used when identifying ““functionally illiterate” among a large number of student characteristics. See
item 8 01 01.28 on page 106.

*Codes for lenguages sre included in appendix G, page 1965.

19888 Glossary for dafipitions of “Veteran,’ “Veterens’ Dependents’ Educational Assistance Program,”” *Veterans’ Educational As-
sistance Program,” and ““Vetersns’ Vocational Rehabilitation Program’ on page 128.
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DEFINITIONS 35
FAMILY AND RESIDENCE
2 00 00
Information under this heading concerns members of the student’s family and their “esidancs.
210 00 PARENTS
Information under this heading pertains to the persons having parental or legal guardianship
responsibility for the student. If the student is not residing with a parent or legal guardian,
information should be included under 2 20 J0, Responsible Adult of Domicile.
2 11 00 Male Parent
The man having parental or legal guardianship responsibility for a person.
210 Name of Male Parsnt
The last name, title, first name, and middle initial(s) of a person’s male parent.

21103 Relationship to Student

The nature of the relationship of the male parent to the student. (See figure |Va, page 36 for terms
snd codes.) -

2 11 04.00 Living/Decessed

.0 Living
.02 Deceassd

2 11 056.00 Education of Mals Parent

The extent of formal education of 8 person’s male parent, i.e., the highest grade or equivalent of
school completed or the highest degree received. (See figure {Vb, page 3€ for terms and codes.)

2 11 06.00 Occupation of Male Psrent

The nature of the principal work actually performed by a person’s male parent. The Dictionary of
Occupational Titles'! classifies occupations in the following general categories. The codes shown
(through .80) reflect the codes in the Dictionary. If further detail is required, it is recommended
that the detailed classifications of the Dictionary be utilized.

.01 Professional

.04 Semiprofessional

.07 Managerial and official
1 Clerical and kindred
.16 Sales and kindred

.20 Domestic service

'1U.S. Department of Labor, Burssu of Employment Security. Dictionary of Occupationsl Titles, Volume 1, U.S. Government
Prir.ting Office. Washington, 1949,
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38 STUDENT/PUPIL ACCOUNTING

Figure IVa.~-Codes for Relationship to Student

MALE PERSONS FEMALE PERSONS
0]} Natural Father 51 Natural Mother
02  Stepfether 52  Stepmother
03  Legsl Male Guardisn 53  Legal Female Guardign
o4 Foster Father 64 Foster Mother
06 Grandfsther 55  Grandmother
08 Uncle 56 Aunt
07  Husbend 57  Wife
i1 Brother 61 Sister
12 Half Brother 62 Half Sister
13 Sreplwother 63  Stepsister
14  Nephew 64  Niece
156 Maele Cousin 65 Female Cousin
48  Other Msle Relative {Specify) 98  Other Female Reletive (Specity)
49  Other Male ~ No Relation 89  Other Femnale — No Relstion

Figure IVb.—Codes for Educational Levels and Grades!

94  Prekindergarten, Age 2
83 Prekindergerten, Age 3
92 Prekindergsrten, Age 4
91  Kindergarten
01 Grade 1
02 Grade2
03 Grade3
04 Greca 4
05 Grede5
06 Grade b
07 Grade 7
®68 Leis Than Grade 8
08 Grade8
09 Grade9
10 Grade 10
11 Grads 11
®12  Grade 12 or Equivalent (e.g. Certificate of High School Equivalency?®)
13 13t Year Post Secondary/Freshman
®14  2nd Year Post Secondery/Sophomore
15 3rd Yesr Post Secondary
16 High School Postgraduate?®
17  No Year Level—Jr. Collage
31 Ungraded—Specisl Education
32  Ungraded—Elementary Education
33 Ungraded—Secondary Education
34 Ungreded—Post Secondary
*41  Associate’s Degree
*42 Baschelor’s Degree
*43  First-Professional Deyree?
*44  Master's Dogree
45 Specislist’s Degree
*46 Doctor's Degree

*Suggested Codes for Education of Perents (Items 2 11 05and 2 12 05)

! For use with items 2 11 0B end 2 12 05, Education of Parent; items 5 21 00,
Grade entered or year in school; snd Item 6 41 02, Extent of Education Pisnned.
for the education of parents may be limited to items identified by s,
See definition in Giomary,

Q 47




DEFINITIONS 37
2 FAMILY AND RESIDENCE-Continued
2 11 00 MALE PARENT-Continued
2 11 06.00 Occupation of Male Parent—Continued

.22 Personasl service

Protective service

Building service and porters
Agricultural, horticultural, and kindred
Fishery

Forestry

Skilled occupations
Semiskilled occupations
Unskilled occupations
Homemaksr

Other (Specify)

888388BLRY

211 10 Employment of Male Paren..
211 11.00 Natu:-e of Employment
An ir dication of the gener.al nature of the major employment of the male parent.

.01 Seif-employsd—Earning income directly from one's own business, trade, or profession, rather !
than as an employee of another person or organization.

.02 Private organization—An employee of an organization which is privately owned and/or failing
within the private sector of the economy.

.03 Government—An einployee of a governmental unit. If desired, this cstegory may be further
subdivided to distinguish, for example, those governmental units which are local, regional
within a State, State, regional among States, and Federal.

09 Other_employment—Any employment other than those included in items 2 11 00.01 v
2 11 00.03. Any such employment should be specified.

211 12 Employer of Male Parent
The name, address, and telephone number of the male parent’s employer.
2 11 13.00 Occupational Status

The degree of participation in the work force, ranging from full-time employment to
unemployment. (NOTE: This category does not apply to homemakers.)

.01 Full-time~—Employed on a basis that is considered to be full employment (normally at least 36
hours per week).

02 Part-tims—Employed on a basis that is less than full-time.

0. 48




38 STUDENT/PUPIL ACCOUNTING
2 FAMILY AND RESIDENCE-Coantinued

21100 MALE PARENT—Continued) .

211 13.00  Occupational Status—Continued

03 Unemployed—Not engaged in a gainfui occupation but not disabled or retired.

.04 Dissbled—Unable to pursue an occupation becauss of a physical, mental, or emotional
impairment.

05 Retired—Withdrawn from one’s position or occupation because of age or other reason.

06 No information—The absence of any information regarding employment status.

212 00 Female Parent

The woman naving parental or legal guardianship responsibility for a person,

212 01 Name of Female Parent

The iast name, title, first name, and middle initial(s) of a person’s temale parent.

212 02 Meiden Name
The woman's family name before any marriage.

21203 Relationship to Student

The nature of the relstionship of the female parent to the student. (See figure IVa, page 36 for
codes.)

212 04 Living/Decesased
(See 2 11 04, page 35.)
21205 Education of Female Parent
(See 2 11 05, page 35.)
212 08 Occupation of Female Parent
(See 2 11 08, page 35.)
212 10 Employmant of Female Parent
212 1 Nature of Empioyment
(See 2 11 11, page 37.)
212 12 Employer _f Female Parent

(See 2 11 12, page 37.)
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DEFINITIONS . 39
212 13 QOccupational Status
(See 2 11 13, page 37.)

213 00 Sponsor (for overssas depandents schools of the U.S. Department of Defense)

The member of the US. Department of Defense (military o¢ civilian) having parental or
guardianship respongibility for the student, or assuming legal responsibility for the student while in
the dependents’ school. Useful or needed information includes: status of sponsor (.., military
branch, rank/grade, and any other information about the status of a potential sponsor which would
help determine the eligibility of the child or student to attend a dependents’ school), sponsor’s duty
telephone, sponsor’s lozal military address, rotation date to continental U.S., and sponsor's social
security number.

220 00 RESPONSIBLE ADULT OF DOMICILE (if not the student or a parent)
information under this heading pertains to the aduit responsible for the student at the housshold
or other domicile in which the student resides, if not a person identified above as the student’s male
or female parent, and if the student {or spouse) is not considered to be the head of the household.
Where information is not available about one or both parents, the school may wish to record
additional data about the responsible adult, such as education, occupation, employment, and
reiationship to the student. If the student resides in @ foster home or in a residential institution, the

name of the responsible person or the name of the superintenderit and the institution should be
entered under this heading.

2 20 01 Narme of Responsible Adult

The last name, titie, first name, and middle initial of the adult responsibie for the student st the
househoid in which the student lives.

2 20 02 Maiden Name (if appropriats)
(See 2 12 02, page 38.)
2 20 03 Relationship to Student
(See figure 1Va, page 36, for terms and codes.)
2 30 00 BROTHERS AND SISTERS LIVING IN THE HOUSEHOLD

This heading concerns the brothers and sisters living in the household in which the student

resides.
2 30 01 Names
The legal name or any other name by which each brother and sister is known or may have been
known.
2 30 02 Halatfomhlp to student

(See figure 1 Va, page 36, for terms and codes.}

A
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40 STUDENT/PUPIL ACCOUNTING
2 FAMILY AND RESIDENCE-Continued
2 30 00 BROTHERS AND SISTERS LIVING IN THE HOUSEHOLD—Continued

2 30 03 Dates of Birth

The year, month, and day of birth of each brother and sister. This information is nseded generally
only if the person’s age is within the limits of the State’s compulsory school attendance
requirements.

2 30 04 Names of Schools Attended

The name of the school (and school system if other than the student’s) currently attended by
each brother and sister. This information is needed generally only if the person’s age is within the
limits of the State’s compulsory school attendance requirements,

2 30 05 Student Numbers?
(See 1 02 00, page 30.)

2 40 00 FAMILY ECONOMIC INFORMATION

Family economic information is concerned with objective descriptive data related to tha
economic support of the student’s family. .

2 40 01.00 Femily Self-Sustzining
The state of being sulf-supporting financially, i.e., without aid of welfare.

.01 Yas
.02 No

2 40 02.00 Gin Welfare

The state of being supported wholly or partially by a welfare agency~whether local, State, or
Federal, and whether public or private.

01 Yes
.02 No
240 09 Other Family Economic Information

Pertinent information about the economic status of & person’s family other than that included in
items 2 40 01 and 2 40 02. For example, information about annusi family income is included
on applications for free or reduced price breakfasts and Type A lunches. (NOTE: These

applications generally are stored in a central location rather than in the recorus of individual
students.)

! 31n sonw instancas, the student number of & sibling may be used to *ie a student record to existing records already contsining infor-
mation such us name and birthdste of the siblin , ani family information such as perents (2 10 00), family sconomic information
{2 40 00), tamily socio/cultural information (2 50 00), snd residence dats for parents (2 80 20 snd 2 60 30). With such reterenc-
ing, 1t is unnecessary to repeat these data in the records of all siblings.
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DEFINITIONS 41
2 5C 00.00 FAMILY SOCIAL/CULTURAL INFORMATION

Information under this heading pertsins to students with differences in family cultural of
ertvironmental background that may adversely affect their school perfoimance or learning, e.g., the
culturally different and migratory children of migratory agriculturai workers. Information.about
Isnguage considerations is included in item 1 02 00 on pages 33 and 34.

(.01) .89'3 Culturally different—Students whose background and family culture {economic and social) are
so different from the norm of the school, community, or Nation that they may in some
circumstances or in some localities require differentiated educational opportunities if they are
to be educated to the level of their ability.

(.02) .82!3 Migratory chiidren of migratory _dgricultural workers—Children accompanying a parent whose
primary employment is in one or more agricultural activities on a seasonal or other ternporary
basis and who establishes a temporary residence for the purposes of such smplioyment. For
school purposes, the term refers tc such children within the age limits for which the local
school district provides free public education. Regulations of some State. squire that such
children be identified according to whether or not their parents are Ar-.ican citizens or
aliens.

2 80 00 RESIDENCE DATA

Residence data is concerned with information about the residence address(es), telephone
number(s), and location({s) where the student and his family reside. Notation about persons to
contact in case of eme ncy is included under Item 3 80 01, Emergency !nformation. Such
emergency information may be repeated in the Family and Residence Section of the student file for
case of reference.

2 60 10 Residence of Student
2 60 11 Address

The number of the house (or hotel name and room number, or gpartment name and apartment
number) and the names of the street, subdivision or trailer park, city, and State where the
individual resides, and the zip code. The post office box nurrber or rural snd route number
should be shown where used for mail delivery. |f the name of the town where a person resides
is different from his post office address, this fact should be indicated.

2 60 12 Telephone Number
The telephone number at the person’s residence, including the area code if different than that
of the school.

2 60 20 Residence of Msie Parent, if different

260 21 Address (See 2 60 11.)

2 60 22 Telaphone number (See 2 60 12.)

'"The code .89 is sppropristely used when identifying “other culturaily ditfsrent” among & large number of student characteristics,
and ths code .82 when similarly identitying “migratory children of migretory agriculturei workers.” See items 8 O1 01.89 snd

§ 01 01.82:0n page 108. 52
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2 FAMILY AND RESIDENCE—Continued

2 60 00
2 80 30
2 60 31
< 60 32
2 60 40

2 60 41.00

01

.02

2 60 50

2 60 60

RESIDENCE DATA-Continued
Resider.ce of Female Parent, if different
Address (See 2 60 11.)
Telephone number (See 2 60 12.}
Residency Status of Student
Administrative Unit Location

An indication as to whether the legal residence of the student is within or outside the
boundaries of the school administrative unit. In some instancas (for purposes such as
datermining tuition status or eligibility for competing in interscholastic athletics), it is
important to indicate the date on which the legal addrsss became established. If the school
district is subdivided into administrative or operastional subdivisions, additions! dimensions may
b3 desirable. (Reiated tuition and fee items are included under 8 06 00, pages 109 and 110.)

Besident (of administrative unit and ususl school attendsncs arsa)—The student’s legsl
residence is within the administrative unit (or school district) and within the usual
attendance srea of the school he attends.

Resident (of administrative unit, but of other school attendance arsg)—Thae student’s legai
residence is within the administrative unit, but not within the attendance area of the school
he attends.

Nonrssident—The student’s legal residence is outside the administrative unit (or school
district) of the school he asttends. If desired, the location of the legal residence may be
indicated, e.g., out-of-State, out-of-county, or specific State or county.

Resscn for Attending School Outside Usual Attendance Ares

Special education (for gifted or handicapped students)
Ares vocational school

Other special progrem (specify)

Nonpublic school

Court-meandated assignment

Other ressons (specify)

Cansus Zone Number

The number assigned to a geographical area for purposes of census enumerstion. For a school
census, this number generally is assigned by the !ocal education agency.

Residence Block Number

A numiber assigned to a particular block of residences within a census zone.
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2 60 70 Other Geographical Ares

Any relevant designation for geographical location other than those included above, such as
managerial/operational subdivisions of the school district.

2 80 80 Student Housing

information about the student’s housing. Frequently, this information is required by junior
celleges and residential schools.

2 60 81.00 Type of Housing -
01 Parent’s homg—A residencs in which the male or female parent of the student is head of
household.
02 Soarding houss—A private home in which thé student resides and reczives ong or more maals
per day.
.03 Rooming house—A residence in which 3 group of students occupics rooms, with meals

generally not provided.

.04 Collsge-oparated housing—A residence provided by a college or other educational institution,
in which students occupy rooms or hou: . Meals may or may not be provided.

06 Fraternity or sorority—A residence housing & group of male and/or femaie students who are
associated through common interest, sither social or professional.

.06 Cooperative house—A house, usually under general coliege suparvision, in which students are
responsible for the financing and administration of living costs, each paying a proporticnate
share of expenses and sometimes sharing in the work. -

07 Apartmenit-A room or set of rooms used for residential purposes—in 8 building which
includes other such quarters—in which the student {or spouse) is head of housshold.

.08 Separate home—A single family residential structure in +:4 the student (or spouse) is head
of household.

.09 Room in single femily dwelling—A room used as residencs by the student and located within
a dweliing designed for one family occupancy.

99 Other housing—A type of housing other than those included in the above categories.

PHYSICAL, HEALTH, SENSORY, AND RELA TED CONDITIONS
3 00 00 '

information under this heading concerns various aspects of the student’s physical development, sensorv,
Physical, and related conditions; medical history; physical examinations; referrals; physical impairments; and

smergency information.
o4
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3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

When a physical examination is made and the findings (including the identification of exceptionality) are
recorded under the headings of this section, the individual making the examination or identification should be
technicaliy or professionally qualified to do so. Teachers and other nonmedical personnel are cautioned to record
only facts and observations, rather than conclusions. Where a measurement is made, the unit of measurement used
should be clearly indicated. A/ entries recorded under the hsadings of this section should be datec'.

Students identified according to local, State, or Federal regulations as requiring special educational planning and
services for physical, health, sensory, or related reasons should have their condition identified in the sections
below; these students also should be counted under the appropriate categories of 8 01 00, page 1086,

Some of the information which might be recordad under the following headings may be of 8 confidentisl naiure
and should be ussw and transferred with discretion. The selection of specific items for the student record is left to
the local school system, which should concern itself also with aspects of confidentiality such as those discussed ir
chapter |I.

3 01 00 STUDENT MEDICAL RECORD NUMBER

The identification number of the student’s medical record, if differen{ from his student numoer,
and if the record is kept separa‘e from other student records or is maintained by an outside
14
agency.

3 10 00 HISTOR'Y OF PHYSICAL DEVELOPMENT

The history of physical development includes measurements of height, weight, ceeth, and other
significant aspects of physical development as recorded over a period of time. Due to the transition
to the metric svetem of ~ersi wasey, sehivols may wish to record some data in metric units in
addition to the more traditional units of measurement.

31100 Height
Height (with shoes removed), expressed in inches and/or centimeters.

3 7200 Weight
Weight (in ordinary clothing with shoes removed), expressed in pounds and/or kilograms.

3 13 00 Orai Health
The conditior. of the mouth or oral cavity; more specitically the condition of the hard tissues
(i.e., teeth and jaws) and the soft tissues (i.e., gums, tongue, lips, palate, mouth floor, and inner
cheeks). Good oral health denotes the absence of clinically manifested disease or abnormalities of
the oral cavity. Pictorial or narrative information may supplement data in the categories below.

3 13 01 Number of Teeth

The num"er of natural teeth present or erupting.

41t may be desirat..e for some schools to maintain only portions of the complets record, such as emergency information gnd infor-

mation sbout immunizations and situstions whore an impairment or handicap might sffect learning. In some instances, the mainte-
nance of complete medical raecords may be coordinated i +he Public Health Service.
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Number of Permanent Testh Lost
The number of psrmanent teeth lost due to extraction or accident.
Number or Testh Decayed
The number of natural teeth present with obvious decay.
Number of Testh Restored

The number of natural teeth present which have & dental restoration (e.g., by filling and/or
caoping).

Ccclusion

The relationship between the biting surficas of the upper and lower teeth when they a.e in
contact,

Normal ecclusion—Upper and lower testh closing together normally.

Mild malocclusion—Some uppet and/or lower teeth out of normal glignment.

Moderate malocclusion—Most upper and lower teeth not closing together. -

Severs malocclusion—E xtensive malalignment exhibiting severe overbite or overjet.

Gingivai (Gum) Condition

The conditicn of the gums, according to the extent of any deviation from the normal state.
Normal—Gums are firm and stippled, and appear healthy,
Mild deviation—Gums appear inflamed.

Moderate deviation-Gums ble  slightly and are enlarged around one or more teeth.

Severe deviation—Gums are swollen and bleed readily, and pus is present.

Condition of Oral Soft Tissues

The condition of the tongue, lips, palate, floor of the mouth, and inner cheeks, according to
the extent of any deviation from the normal.

Normal-Tissues appear healthy.
Mild deviation—Tissues have slight bleeding and/or enlargement.

Moderate devistion—-A lesion of small size (e.g., a cold sore or cold blister) which has
persisted for less than 10 days.

Severe devistion—An obvious lesion (e.g., an ulcer or new growth) which has persisted for
more than 10 days.
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3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—ontinued

31000

31300

3 13 08.00

01

2

3 19 0C

321 00

32101

3 21 02

HISTORY OF PHYSICAL DEVELOPMENT—Continued
Oral Heslth—Continued
Dental Prosthetic Appliances

The placement of artificial teeth and/or orthodontic devices to replace or correct dental
probiems.

Orthodantic appliance—E .g., braces, wires, or retainer.

Psrtial dentura—One or more partial dentures, fixed or removable.
Full denture—A full upper and/or lower denture (plate).
Other Significant Aspects of Physical Development

Significant aspects of physical development other than those included under 3 11 QG0 to
3 13 00 above.

SENSORY, PHYSICAL, AMD RELATED CONDITIONS

This category includes an inventory of the state and condition of bodily systems and parts, e.g.,
vision, hearing, speech, orthopedic condition, neurological condition, and cardiac condition.
Students with a handicapping condition which has been diagnosed by professionally qualified
personnel should be identified both according to their actual condition (as indicated “wrough test
results or other diagnostic procedures) and according to the appropriate category cf handicap (e.g.,
blind, hard of hearing, speech handicapped, or orthopedically handicapped).

Vision

The act or power of seeing with the eye. This category includes information sbout tests used to
measure both uncorrected and corrected vision, and the identification of any visual impairment.

Vision Test

The name or other identification of any test or other means by which vision is measured, ¢.g.,
Snellen llliterate “C” test, Snellen alphabetic test, and mechanical devices and other tests of
color blindness, eve muscle imbalance, visual perception, and other aspects of visual
functioning. Rolated tests of perception which may be administered in the diagnosis of vision
a2 i~~luded under item 4 17 01.02, Cognitive and Perceptual Skills Test. The record should
include the name of the examiner and the test results for each eye.

Uncorracted Vision
Measurement of visual acuity without the use of glasses or lenses.

Use is gene-ally made of the Snellen notation, which is a system of recording visual acuity
based on the Snellen test chart. For this notation, a symbol is written like a fraction, with the
numerator representing the distance from the chart in feet and the denominator the smallest
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DEFINITIONS 47
line read correctly. (For example, 20/50 indicates ability to read the 50 foot line of the
Sneller test chart at a distance of 20 feet; 20/20 is considered to represent normal visual
acuity.)

3 21 03.00 Corrective Glasses or Lenses Required

A condition of the eye which raquires the use of corrective glasses or lenses.

0 For reading only

.02 For distance only

.03 For both reading and distance
321 (4 Corrected Vision

The acuity of the eyes with the use of glasses or lenses, expressed as normal or extent of
deviation from normal for each eye. Measurement notations are described under item 3 21 02.
The purposes for which corrective lenses were prescribed should be specified, e.g., muscle
imbalance, glaucoma, refractive error, and amblyopia.

3 21 05.00 Visusl Impairment

A condition of vision that may adversely affect the performance of an individual. An
impairment in vision that is sufficiently severe to adversely affect an individual’s performance is
considered a visual handicap. A person identified as having a visual handicap may be referred to
as partially seeing or blind, according to the nature and severity of his handicap.'®

For reporting purposes, a person with impaired vision should be included in only one of the
following categories. in determining needs for special educational programs, persons identified
as partially seeing or blind should be counted also under 8 01 01, page 106, and, if
multihandicapped, under 8 01 02 on page 107.

11 'Partiallg seeing—Individuals who have severely impaired vision but have sufficient residual
vision (with correction) to include the perception of printed materials as a means of learning.

12 Blind—Individuals who are sightless or who have such limited vision that they must rely on
hearing and touch as their chief means of learning,

A3 Otherwise visually impaired—Individuals whose visual acuity measures below normal, that is,
below 20/20 on the Snellen scale, or vision is impaired in any of its functions, as manifested
by imperfect depth perception, faulty muscular action, color blindness, or a limited field of
vision {poor peripheral vision or poor central vision). If this impairment is of such a severity
as to handicap the normal functioning of the individual, he should not be counted here but
should be classified and counted under partially seeing (item 3 21 05.11) or blind (item
3 21 05.12).

32200 Hearing

The act or process of perceiving sounds. This category includes information about tests used to
measure hearing, an overall evaluation of hearing, and the identification of any auditory handicap.

Yin programs of education for the handicapped, the partisily seeing and i+ blind sre refarred to collectively as the visuali handicapped.
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3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued
3 20 00 SENSORY, PHYSICAL, AND RELATED CONDITIONS—Continued

3 22 00 Hearing—Continued

Tne ability of each ear to process sound is expressed as normal or impaired according to degree of
hearing loss in decibe!s (dB), especially in speech range frequencies. Frequencies are expressed in
hertz {Hz), a measure of sound frequency. Related tests of perception which may be administered
in the diagnosis of hearing are included under item 4 11 01.02, Cognitive and Perceptual Skills
Test.

3 22 01.00 Screening Test (t/earing)

An initial test to determine whether the student has normal hearing. If the student fails the
test, a referral shculd be made, and items 3 22 02 to 3 22 07 should be completed by a
qualified audiologist. The audiometric record (audiogram) should show the name and title of
the examiner, the frequencies at which the tests were made (in hertz), the decibel level used in
screening, the measurement standard used for {ANSI, 1SO, or ASA),! ¢ criteria used in ‘making
"pass-fail’’ ueterminations, and the test results for each ear.

.01 Pass
02 Fail
'3 22 02 Pure Tone Audiometric Test

A test of hearing utilizing air conduction and/or bone coiduction. The record should include
the name and title of the person (or name of the institution) making the examination, the
name and model number of the audiometer used to conduct the test, the measurement
standard used (ANSI, ISO, or ASA),'® and the results of the test for each ear expressed in
decibels at which responses are received at each frequency tested,

3 22 03 Speech Discrimination Test (Unaided)

A standardized test to measure ability to discriminate between speech sounds, without the use
of 2 hearing aid. The record should include the name of the examiner, identification of the test
materials used, and the test results for each ear expressed as a percentage of correct responses,

32204 Speech Discrimination Test (Aided)

A standardized test to measure the ability to discriminate between speech sounds, with the use
of a hearing aid. The record should include the name of the examiner, identification of the test
materials used, the type and model of aid used for the test, and the test results for each ear.

3 22 05 Other Audicemetric Tests

An audiometric test other than those identified in 3 22 01 to 3 22 04 above, e.g., tests for
measuring loudness balance, recruitment, and speech reception. The record should include the
name of the examiner, identification of the test materials used, and the test results for each ear.

3 22 06.00 Overall Evaluation of Hearing

The examiner’s evaluation of the student’s hearing, including consideration of both test results
and other factors, which rnay be expressed as follows:!?

16:*-ANSI” means American National Standards Instit'ta; “ISO” means International Standards Organization; “ASA’’ means
Amaerican Standards Association. Most school districts have coverted from ASA and 1SO stai.dards to the new ANSI standards.
! 7The classification of the student by a qualified ggsnonal as ""hard of hearing’’ or “deaf’’ should be recorded under 3 22 07.




DEFINITIONS 49

01 Normal, or no significant handicap—No hearing loss, or a loss of less than about 20 decibels
{ANSI)'8 in the better ear.

.02 Slight handicap—A hearing loss of between about 20 and 40 decibels (ANSI1) in the better ear.
.03 Mild handicap—A hearing loss of between about 40 and 55 decibels (ANSI) in the better ear.
04 Marked handicap—A hearing loss of between about 55 and 70 decibels (ANSI) in the better
ear.
.08 Severe handicap—A hearing loss of between about 70 and 90 decibels (ANSI) in the better ear.
.06 Extreme handicap~ A hearing loss of about 80 decibels or more (ANSI) in the better ear.
3 22 07.00 Auwditory Handicap

An impairment in hearing that adversely affects the performance of an individual. A person
identified as having an auditory handicap may be referred to as “hard of hearing”’ or "‘deaf,”
according to the nature and severity of his handicap. For persons with an auditory handicap,
the age at onset of hearing impairment should be recorded under 3 22 08.

.21 Hard of hearing—~Individuals with slightly to markedly defective hearing, as determined by
their ability to use residual hearing in daily life, sometimes with the use of a hearing aid.

.22 Deaf—Individuals whose hearing is extremely defective so as to be essentially nonfunctional
for the ordinary purpo.z2s of life.

3 22 08 Age at Onset of Hearing Impairment

The age at onset of a person’s hearing impairment, e.g., at birth, 4 years old, 12 years old.

3 23 00 Speech and Language

The student’s ability to communicate orally with others. This category includes information
about tests used to measure speech and language, an overall evaluation of speech facility, and the
identification of a communication disorder. Where a possible contributing cause for a
communication disorder can be determined, such information should be noted, e.g., cleft palate.
Information about fluency with language is included under 1 09 00 on page 33.

32301 Speech and/or Language Test
The name or other identification of any test or other means by which speech and/or language is
measured.

3 23 02.00 Overall Evaluation of Speech and Language

An appraisal of the individual’s facility with speech and language, other than difficulties arising
from lack of experience with the language of instruction (see 1 09 00 on page 33). For young
children with speech and language impairments (identified under items 3 23 02.02 to

! 84ANSI” mean American National Standards Institute.
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STUDENT/PUPIL ACCOUNTING

3 PHYSICAL, HEALTH, SENSCRY, AND RELATED CONDITIONS—-Continued

3 20 00
3 23 00

3 23 02

.01

.02

.05

.07

3 23 03.00

SENSORY, PHYSICAL, AND RELATED CONDITIONS—Continued
Speech and Language—Continued
Overall Evaluation of Speech and Language—Continued
3 23 02.07), an entry should be made a/so under item 3 23 02.08 or item 3 23 02.09 to
indicate anticipated need for speech pathology services. All students with speech and language

handicaps should be identified under 3 22 03, Communication Disorder.

Normal speach (no handicap)—A state or ability constituting, or not deviating from, the
normal range of patterns in speech and language development.

Impaired articulation—Speech sound substitutions, omissions, and/or distortions involving the
speech mechanism (e.g., tongue, lips, and velum) resulting in defective speech either in
producing syllables or connected speech (e.g., *‘wabbit” for “‘rabbit,” and “sop” for “stop”’).
Impaired articulation is characterized by patterns of consistently occuring errors and should
not be confused with occasional mispronounciations.

Stuttering—Speech often characterized by unusual strain or tension, and by one or more of
the following: repetition, blocking, injection of superfluous speech elements, and/or
prolongation on sounds or syllables. (“‘Stuttering’’ generally is used synonymously with
“stammering,” except by some specialisis who designate speech rapetitions as stuttering and
speech blocks or stoppages as stammering.)

Voice impairment—Abnormal voice quality caused by pathology or misuse of the larynx or
vocal tract.

Language impairment—A disability in verbal learning resulting in markedly impaired ability
to acquire, use, and comprehend spoken and written language. Persons censidered to have a
language impairment as a primary disabling condition exiibit a significant discrepancy
between their intellectual level of functioning and their level of language performance. In
some cases, there may also be present some degree of sensory or motor incapacity, r antal
retardation, emotional maladjustment, or environmentai disadvantage.

Other speech or lsnguage problem—Any abnormal characteristic of oral communication,
other than those included in items 3 23 00.02 to 3 23 00.05, which is datrimental to the
student’s school progress. Any such problem should be specified,

“Normal” development problem—Thre sper~h difficulty, as identified under items
3 23 02.02t0 3 23 02.07, is expected to disappear within a reasonable length of time with
the normal development of the child.

Special assistance needed—The speech difficulty, as identified under items 3 23 02.02 to
3 23 02.07, is believed to require speech pathology services.

Communication Disorder

An impairment in speech and/or language (including impaired articulation, stuttering, voice
impairment, and a receptive or expressive verbal language handicap) that is sufficiently severe
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DEFINITIONS 51

to adversely af‘ect the performance of an individual in the usual school program. This is not to
be confused with a language (or communication) difficulty arising from lack of experience with
the language of instruction (see 1 09 00 on page 33). Speech and language deviations expected
to diminish significantly or disappear in the course of the child’s normal development are not
included here, but are included under items 3 23 02.02 to 3 23 02.07 and also under item
3 23 .08. An auditory handicap contributing to @ communication disorder may be described
under 3 22 07 on page 49.

(.01) .25'° Speech handicapped®®—Individuals with markedly impaired speech (see items 3 23 02.02,

3 23 02.03,and 3 23 02.04).

(.02) .26'° Langusge handicapped®® —individuals with markedly impaired language (see item

3 24 00

3 25 00

3 26 00

3 27 00

3 28 00.00

3 23 02.05).

Hearing handicapped—Individuals with markedly impaired hearing (see items 3 22 07.21
and 3 22 07.22).

Learning disabled—Individuals with specific learning disabilities (see item 4 30 07.73 on
page 67).

Orthopedic Condition

The state and/or condition of a person’s musculoskeletal system, including deformities, diseases,
and injuries of the bones and joints, and including also the person’s ease of movement and
mobility.

Neurological Condition

The state and/or condition of a person’s nervous system, including its functioning, disorders, and
diseases.

Cardiac Condition

The state and/or condition of a person’s heart and circulatory system, including their functioning,
disorders, and diseases.

Other Physical Condition

The state and/or condition of bodily systems and functions other than those included under
324 00 to 3 26 00 above, e.g., renal (kidney) condition and respiratory (breathing and
respiratory tract) condition.

Physical and/or Health Handicap

A physical or health impairment that adversely affects the performance of an ‘ndividual in the
usual school program. Students with physical or health handicaps should be ide:tified within the

'* The codes .25 and .26 are appropriately used when identifying the speech handicapped or language handicapped among groups of
students with special characteristics. See 8 0! 01.00 on page 106.

*%n programs of education for the handicapped, the speech handicapped and the language handicapped often are reported collectively
as the speech impaired.
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STUDENT/PUPIL ACCOUNTING

3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

3 20 00

3 28 00.00

3 28 00.31

3 28 00.32

329 00

330 00

331 00

3 32 00.00

SENSORY, PHYSICAL, AND RELATED CONDITIONS—Continued

Physical and/or Health Handicap—Continued

categories below. Pertinent information descriptive of their condition should be included aiso
under 3 24 00 to 3 27 00, as appropriate.

Orthopedically handicapped (crippled)—|ndividuals with an orthopedic condition of a type
which might restrict normal opportunity for education or self-support. This term is generailly
considered to include individuals having impairments caused by congenital anomaly (e.g.,
clubfoot, absence of some member, etc.), impairments caused by disease {e.g., poliomyelitis,
bone tuberculosis, cerebral palsy, etc.), and impairments caused by accudent {e.g., fractures or
burns which cause contractures, etc.).

Other health impaired® ' —Individuals who are handicapped in their educational progress
because of limited strength, vitality, and alertness due to chronic health problems such as a
heart condition, tuberculosis, rheumatic fever, nephritis, asthma, sickle cell anemia, hemo-
philia, epilepsy, lead poisoning, leukemis, diabetes, or other illness.

Physicai Anomalies and Cosmetic Conditions of Potential Emotional Significance

Phys.cal conditions, defects, and anomalies of such a nature as to have the potential to affect a
person’s emotional behavior and/or social acceptance, e.g., extra fingers or toes, genital anomalies,
cleft palate, hare-lip (repaired), unusually large ears, and cosmetic defects such as a prominent
birthmark on the face or disfiguring burn scars.

MEDICAL HISTORY

The medical history is arecord maintained over time of a person’s diseases, illnesses, immunizations,

injuries, medical treatment at school, surgery, medical laboratory test results, and related
information.

Diseases, Ilinesses, and Other Tamporary Conditions

A record of each disease or illness contracted or other temporary condition which might or does
affect the student’s school performance, including the name of the disease, i\lness, or condition;
the month and year of occurrence; and other pertinent information, e.g., the extent of any
resulting disability.

See figure IVe, page 53, for a list of common diseases, illnesses, and other conditions. Definitions
for these terms are included in section 2 of the Glossary.

Iimmunizations

Instances in whict. a person is protected or immunized against specific diseases, as by inoculation
or vaccination,

31 As defined for Faderal programs of education for the handicapped.
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DEFINITIONS

Figure IVc.--Codes for Common Diseases, tlinesses, Surgery, Injuries, and Other Conditions*

NOTE: Care should be exercised in reécording these data to recognize tt @ confidential relationship be-
tween physician snd patient.

DISEASES AND ILLNESSES 46  Tuberculosis
a7 Ulcer

01 No Diseases or llinesses 48 Urologicai Condition
02 No information Available on Diseases 49 Other Diseases and llinesses {Specify)

or Hinesses
03  Aliergy~Aspirin
04  Allergy—Insect Bite SURGERY
05 Allergy —~lodine
06 Aliergy—Penicillin 51 No Surgery
07  Allergy—Sulta 52  No Information Availabie on Surgery
08 Allergy ~-Multiple 53  Appendectomy
09 Allergy —Other 54 Brain Surgery
1 Asthma 55 Ear Surgery
12 Cerebral Palsy 56 Eve Surgery
13 Chicken Pox 57 Heart Surgery
14 Cystic Fibrosis 58 Oral Surgery
15 Diabetes Mellitus (Sugar Diabetes) 59 Thoracic Surgery
16 Diphtheria 61 Tonsillectomy
17 Drug Dependency (Including Alcohot) 69 Other Surgery (Specify)

(Specify)

18 Ear Infection—Repeated
19 Epilepsy

21 Gastrointestinal Condition
22 Gonorrheg

23 Heart Disease

24 Hemophilia

INJURIES

n No Notable Injuries
72 No Information Avaiiabie on Injuries

25 Herma
73 Broken Bone
26 Hypoglycemia
74 Burn
27 Influenza ,
75 Dislocation of Joint
28 Kidney Disease )
76 Internal Injury

29 Lead Foisoning

30 Leukemia

3 Meningitis

32 Mumps

33 Muscular Dystrophy

34 Pertussis (Whooping Cough)

35 Physical Development—Abnormal (Specify)
36 Pneumonia

37 Poliomyelitis

38 Rubella (German Meas!es)

77 Loss of Eye

78 Loss of Hearing

79 Loss of Tooth or Teeth
81 Muscular Injury

82 Traumatic Brain Injury
89 Other Injuries (Specify)

39 Rubeola (Measles) OTHER COND!TIONS

40 Rheumatic Fever

41 Sickle Cell Anemia N Rh. Negative Biood

42 Sickie Cel) Trait 92 Functional Disorders in Absence of
43 Small Pox Demonstrable Pathology (Specify)
44 Syphilis 93 Foreign Body

45 Tetanus 94 Pregnancy

*These terms are defined in the Glossary of Selected Medicsl Terms, beginning on page 129.




54 STUDENT/PUPIL ACCOUNTING

3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

3 30 00 MEDICAL HISTORY~Continued

3 32 00.00 Immunizations—Continued
A record should be maintained of esch immunization and immunity test administered to the
person, including inoculations and vaccinations. The record should contain the date of each

immunization or test and of any boosters. The suggested codes which follow correspond to the
codes for diseases and ilinesses in figure 1Vc on page 63.

.16 Diphtheria

27 Influenza
32 Mumps

34 Pertussis (whooping cough)

37 Poliomyslitis

38 Rubella (German measles)

39 Rubeola (meas’ ;)

43 Small Pox

45 Tetanus

46 Tuberculosis (BCG)

91 Rh. immune globulin

96 No_immunizations (religious objections)—An absence of immunizations because of the

prohibitions of the student'’s religion.

.97 No_immunizatiors (other reasons)-The absence of immunizations for other than religious
reasons. Any such wason should be specified.

98 No information avasilgble.

99 Other immunizations—Immunizations not listed above. Any such immunization should be
specified in the student’s record.

3 33 00 Schooi-Related Injuries and Medical Treatments

Information about injuries sustained while the school has responsibility for the student, and
about any medications administered by school personnal.

3 3301 School-Related Injuries

A record of injuries sustained by the student while at school or under the guidance and
direction of school personnel. (See figure IVc, page 53, for a list of common injuries.
Information about emergency treatment given should be included under 3 33 02; related
referrals may be described urder 3 40 00.)

In many school systems, an sccident repart is made for any injury sustained by a student while
a responsibility of the school. This report usually contains a description of the injury; the date,
time, locction, and circumstances of the accident; and identification of witnesses. Such a report
generally is prepared separately for administrative use and not as a part of the student’s health
record,
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DEFINITIONS 55
Medical Tres:ments st School

A brief description of any medication administered at school or by school personnel, e.9., an
antibiotic, an anticonvulsant, or emergency medical treatment for an injury. The record should
be dated, and should include the name and title of the person providing the treatment or
medication, the name and title or relationship to the student of the person iequesting and/or
prescribing the medication, and any other pertinent information about the circumstances under
which the medication was administered. If for an injury, the record should indicate who {e.g.,
what parent) was notified and what advice was given for further care.

Other Serious injuries
A record of injuries sustsined by the student which might or do affect his school performance.

Details of injuries sustained at schaol or whiie the student is the responsibility of school personnel
should be included under 3 33 00 above. (See figure IVc, page 53, for a list of common injuries.)

Surgery

A record of surgery undergone which might or does affect the student’s school performance. (See
figure 1Vc, page 53, for a listing of common surgical procedures.)

Drug Abuse
A record of instances in which the individual is known to have used drugs (e.g., heroin,

amphetamines, barbiturates, ar alcohol) in an amount, frequency, and/or pattern of use that has
interfered with his psychological, physiological, social, and/or academic functioning.“

Medical Laboratory Tests and Procedures

The results of medical laboratory tests applied to determine the condition or functioning of
badily parts or systems and to identify diseases and sbnormalities. The record should include the
name and title of the examiner, identification of the test used, anc the test results.

Tuberculosis Test Results

The results of diagnostic procedure, utilizing tuberculin, applied to determire the presence or
absence of a tuberculosis infection. The specific procedure applied should be specified, e.g., the
Mantoux test, patch test, tine test, Von Pirquet test, and X-ray.

Negative—A test result indicating no evidence of infection, diseass, and abnormalities.

Positive—A test result indicating the presence ot infection, disease, or abnormalities.

Referral made—The referring of the student to a qualified medical person as a result of a
positive test result,

??Drug abuse it not necessarily congruent with drug dependency . See the definition for drug dependency in the Glossary of Medical
Terms on page 130.
Care must be usad in recording, maintaining and disposing of this type of data. For guidelines on confidentially, see chapter [1.}
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3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

3 30 00
337 00

3 37 02

3 37 03

3 3% 00

340 00

340 01

3 40 02

340 03

3 40 04.00
01

MEDICAL HISTORY—Continued
Medicai Laboratory Vests and Procedures—Continued
Blood Test Results

The results of a test of the blood applied to idertify diseases or abnormalities and potentially
dangerous conditions. Results may be expressed as in 3 37 01, along with any appropriate
narrative comments. The type of test should be specified, e.g., phenylketonuria (P.K.U.),
serological test for syphilis (S.T.S.), hemoglobin (Hgh), hematocrit (Hct), complete blood
count {C.B.C.), blood type /Rh. factor), sickie cel; test, and tests 2f blcod chemistry.

Results of Other Medical Laboratory Tests and Procedures

The results of medical Iaboratory tests and procedures not included above, such as drinalysis
and electroencephalograpt.. Any such test should be specified. Results may be expressed as in 3
37 91, along with any appropriate narrative comments.

Other Medical History
Medical history other than that included under categories 3 31 00 to 3 37 00 above.
REFERRALS FOR PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS

Information in ttis category concerns instances in which the student is referred to a person or
agency for examination and assistance because of physical, health, sensory, and related problems. A
record should be maintained of such referrals, including information about the nature of each
referral, the reason for the referral, the person or agency to whom the referral is made, the name and
position of each person recommending the referral, the date, and any information indicating that
the referral was completed, including feedback about results.

Because of the interrelatedness of toctors contributing to educational problems of students,
information under this heading inay be combined completely or in part with :nformation included
under 4 20 00, Referrals for School Work or for intellectual, Social, or Emotional Reasons.

Person or Agency Making Referral

The name and title {or professional relaticnship to the student) of the person—or the name of
the agency —making the referral.

Person or Agency to Whom Referred

The name, title, and address of the person or agency to whom the individual was referred.

Cause of Referral

The specific physical condition or reasons indicating that a referral was necessary or advisable.

Purpose(s) of Referral

To obtain a disgnosis of the students’ sroblems and needs.
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DEFINITIONS 57

To determine if the student qualifies for a special program.
To obtain treatment.

To obtain guidance.

To achieve other purpose (specify).

Referral Completed

An indication as to whether or not the student was seen by the agency or person to whom
referred.

Yes
No
No information

Report from Referral Person or Ayency
The nature of action taken by the person or agency to whom the reterral was made.
PHYSICAL EXAMINATIONS
Information under this heading concerns any examination for the purpose of determining the
individual’s general physical condition or of discoverina physical, health, sensory, or related
conditions of any kind which might affect the student’s normal progress in his school work.
A record should be maintained of school-required physical examinations administered to the
student, including the significant findings of the examinations. Findings of other physical
examinations, if available from med‘:al authorities, may also be recorded here.? 3

Type of Physical Examination

Routine physical examination—A phvsical examination for general health purposes.

Special physical examination—A physical examination specifically to diagnose the csuses of
specific symptoms or problems.

Physical examination for sports participation—A physical examination required by the
school system, State, or institution for students participating in sports activities in the
physical education program and/or interscholastic cr interco!legiate athletics.

Examiner

The name, title, and address of the physician or other qualified person who conducted the
examination.

Family physicia__q—A doctor to whom the family normally goes for medical care.

School physician—A doctor employed by a school health service as medical adviser and for
work with students and staff members.

313The type of record and the conditions under which it might be made available are reflected in figure ilb on page 11, where infor:
mation sbout physical examinations administered outside the schools might be considered *‘Confidential Records and Reports from

Outside Agencies.”’
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58 STUDENT/PUPIL ACCOUNTING
3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDI TIONS~Continued
3 50 00 PHYSICAL EXAMINATIONS~Continued

3 50 02.00 Examiner—Continued

.03 Other person—A physician or other qualified person or oraanization—not included above—who
conducted the examination, such as a staff doctor at a hospital or clinic, a nurse, or a para-
professional.

3 50 03 Examination Results
3 60 00 PHYSICAL, HEALTH, AND SENSORY IMPAIRMENTS

Included in the student’s record under this heading is a listing of physical, health, and sensory
impairments or handicaps and an indication of the extent to which they might or do affect the
student’s normal progress in the usual school prograrr..

3 60 01 Nature of Impairment

A brief description of any physical, health, or sensory impairment. More detailed information
about the student’s condition is included elsewhere in the record of his physical, health, sensory,
and related conditions. (For exampie, impairments of sight, hearing, and speech are included
under 3 21 00,3 22 00, and 3 23 00; and physical and/or health handicaps are included under
3 28 00). The identification of students who qualify on the basis of such conditions to
participate in special classes, groupings, or caseloads is included in 8 01 00, Students with
Special Characteristics, on page 106. Their special programs should be specified in categories
8 0200 to 8 04 00 on pages 107 to 109.

3 60 02.00 Extent of Impairment

The degree to which the student’s condition adversely affects his normal progress in the usual
school program.

01 Slight impairment—A small deviation in relation to normal functioning.

.02 Significant _iinpairment—An important or meaningful deviation in relation to ncrmal
functioning.

.03 Severe impairment—A great degree of deviation from normal, which seriously affects the

individual’s behavior or ability to perform.
370 00 LIMITATIONS ON SCHOOL ACTIVITIES

Data entered into the recard under this heading concerns restrictions or limitations placed on the
student’s activities at school because of physical, health, sensory,.and related conditions. The record
should include the nature of the restriction or limitation, its cause, its duratior, and the name, title,
ar  position of the person recommending the restriction or limitation.

370 01 Nature of limitation

A description of the circumstances or situations in which the student’s participation in
the school program should be modified or precluded, and of any specific modified
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activity permiited or prescribed for the student. See also 5 28 00, Special Program
Meodifications, on page 80.

3 70 02 Casuse of Limitation

A brief description of the reason for imposing the restriction or iimitation on the student’s
school activities.

3 70 03.00 Duration of Limitation

The length of tirne the phy:ician or agency recommends the limitation on activity be carried

aut.

.01 A month

.02 A semester or quarter

.03 The current regulsr school term

.C4 Indefinite—i.e., until further notice.

.05 Perinanent

99 Other duration of limitation (specify)
370 04 Person Recommending Limitation

The name, title, and position of the person or the agency making the recommendation for
limitation on activity.

3 80 00 EMERSGENCY INFORMATION

Emergency information contains specific instructions for the medical treatment or handling of
the student in an emergency situation.?*

3 80 01 Person(s) ta be Notified in Case of Emergency

The name, relationship, address, and telephone number(s) of any individual designated as a per-
son to be notified in case of emergency, along with any special instructions for locating this in-
dividual. '

3 80 02.00 Emergency Factor

Identification of any physical or medical condition of potential special significance during
emergency treatment. .

Notaing known

Allergy, aspirin

Allergy, insect bite
Allergy, iodine

Allergy, penicillin
Allergy, sulphs

Allergy, nwltiple (specify)
11 Asthms

8285%8BE

*“In certain rare situations where the student’s life may be in danger, it is generslly considered sound procedure for school
authorities to act immediately as they think best to save the life of the child, even if this may appear contrary to some parental
instructions, e.g., rushing the child to the nesrest hospital instead of to a specified hospital which is st a grester clistance.
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3 PHYSICAL, HEALTH, SENSORY, AND RELATED CONDITIONS—Continued

3 80 00

3 80 02.00
15
A7
19
23
24
37
91

92

3 80 03

3 80 05

3 80 06.00

01
.02

3 80 07

EMERGENCY INFORMATION—Continued
Emergency Factor—-Continved

Disbetes

Drug degendency (specity)
Epilepsy

Heart disease

Hemophilia

Rheumatic fever

Waars contact lenses

Medical waiver—Special notation if, for any reason, the student has been granted a waiver and
is not required to submit to certain medical examinations or treatments. The reason for grant-
ing the waiver should te specified.

Other emergency factor—-Emergency factors other than those included under items
3 80 02.01 to 3 80 02.92, e.g., a special blood condition. Any such emergency factor
should be specified.

Physician

The name, address, telephone number, and any other pertinent information concerning the
physician, physicians, or ciin'c to be contacted in the case of medical emergency, including
areas of speciality, if relevant.

Hos. ‘sl Freference

The name of the hospital to which the family wants the student taken under emergency
conditions.

Dentist

The name, address, telephone number, and any other pertinent information concerning the stu-
dent’s dentist.

Insurance Coverage
The nature of insurance covering the student’s hospitalization and other medical care.
School insurance coverage

Other insurance coverage
No insurance coverage

Religious Considerations

Restrictions and other considerations for medical treatment because of the dectrines of the
student’s religion.



DEFINITIONS _ 61
3 80 09 Other Specific Information and Instructions

Detailed specific instructions—other than those included above—from the student’s parents,
physician, or dentist for medical or dental treatment or handling in the case of an emergency.

MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS
AND RELATED STUDENT CHARACTERISTICS

4 00 00

Information recorded under this heading involves the student's mental, emotional, and behavioral character-
istics, as indicated by the results of standardized tests and inventories and by the findings of psychological
appraisals.

When an examination or observation is made and the findings are recorded under the headings of this section,
the individual making the examination or identification shouid be technically or professionally qualified to do so.
The dates of the examination or observatioi. shouid be noted for all items.

Students identified according to local, State, or Federal regu.ations as requiring special educational planning and
servicas for behavioral or psychological reasons should have their condition identified in the section below; these
students also should be counted under the appropriate category(s) of 8 01 00, page 106.

Some of the information which might be recorded under the follo wing headings may be of a confidential nature
and should be used and transferred with discretion. Guidelines for confidentiality of student data are included in
chapter 1.

4 10 00 MENTAL, PSYCHCLOGIZAL, AND PROFICIENCY TESTS AND INVENTORIES
Under this heading is included complete information for each standardized test and inventory
taken by a person, including the name and type of test, the form and date of administration, the
testing site, the results, and the norm group.
4 11 00 Test Identification
ldentification of the specific test or tests used.

4 11 01.00 Type of T:st

The general classification of the test administered to a person, based upon the use for which
the infermation is derived.

.01 Mental ability (intelligence) test—An examination of a person’s general ability to make
sucressful and rapid adag:tation to new situations and to ‘earn from experience.

.02 Cognitive and perceptual skiils test—Ar examination measuring components of a person’s
meantal ability, such as visual memory, fijure-ground differentiation, auditory memory,
reasoning ability, and sequential processing.

.03 Scholastic aptitude test—An examination of the potential of a3 person to succeed
academically, as measured by tests of performance.

1 Achievement test—An examination that measures the extent to which a person has acquired
certain information or mastered certain skills, usually as a result of specific instruction.

2
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS
AND RELATED STUDENT CHARACTERISTICS—Continued

4 10 00 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TESTS AND INVENTORIES~Continued

4 11 00 Test identification—Continued
4 11 01.00 Type of Test—Continued
A2 Reading readiness test—An examination measuring interrelated factors contributing to a

person’s readiness for reading, such as linguis:ic maturity, experiential background,
perceptual maturity, and responsiveness to books and storytelling.

13 Disgnostic _reading test—An examination ‘giving indepth information about spacific
weaknesses in a person’s reading skills that must be remedisd before the person can be
expected to make normal progress in his schoolwork.

14 Basic_skills_test—An examination measuring the ability of a person to use fundamental
reading and computational skills which are the basis of later learning and achievement.

.15 Test of high school equivalency—An spproved examinacion (e.g., a test of general
educational development) on the basis of which a State department of education or other
authorized agency may certify that a person has met State requirements for high school
equivalency. {See also High School Equivalency Examination, and Tests of Generai Educa-
tional Development (GED) on pages 119 and 128 in the Glossary.)

.16 Admission tst—An examination used in the admission procsdure. It may be used as a part
of the selective admission procedure to an educational institution or, as in some public
collcges, as a device for validating work of doubtful quality.

A7 Advanced placement test—An examination to measure the achievement of a student in a
subject-matter area which may qualify him to bypass the usual initial college cour:e in this
area and begin in his college work with a more advanced course and possibly with some
college credit.

21 Manusl dexterity test—An examination of a person’s ability to move the hands easily and
skillfully. Such a test may be used in the identification of aptitudas for certa'n occupations.
(See also 4 11 01.22, Psychomotor test.)

.22 Psychomotor test—An examination to measure the motor effects of a person’s menta! or
cerevral processes.

31 Machanical aptitude test -An examination of a person’s potential ability to succeed in work
or study involving the understanding and manipulation of machinery and mechanical
devices.

.32 Musical aptitude test—An examination designed to predict the extent to which a person may

ba expected to profit by musical training, usually consisting of measures of such basic
func tions as the ability to differentiate among tones, tempos, and rhythms; and measures of
musical memory.
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Mathematics aptitude test—An examination of a person’s potential abiiity to understand
mathematica! concepts and to learn to perform mathematical operations quickly and
accurately,

Scientific _aptitude test—An examination of a person’s potential ability to understand
scientific concepts and to learn to perform scientific aperations quickly and accurately.

Stenographic aptitude test—An examination of a person’'s potential ability to learn to
perform stenographic operations quickly and accurately.

Clerical aptitude test—An examination of a person’s potential ability to learn to perform
such work as checking surns, filing, accounting, and typewriting.

Artistic aptitude test—An examination of a person's potential ability to learn to perform in
the area of art.

Interest inventory—An examination used to measure a person’s likes and dislikes, typically
determining the extent to which a person’s pattern of likes and dislikes corresponds to those
of persons who are known to be successfully engaged in a given vocation, school subject,
program of studies, or other activity.

Other aptitude test—An examination designed to indicate a person’s potential ability to learn
to perform a certain type of activity oth.- than those listed in items 4 11 01.21 to
4 11 01.38. Any such type of activity should be specified.

Attitudinal test—An examination to measure the mental and emotional set or pattern of
likes and dislikes held by an individual or group, often in rel.tion to considerations such as
controversial issues ar.d personal adjustinents.

Criterion referenced test—An examination for which an individual's score indicates the
relationship of the individual's performance to a specified criterion, e.g., a specified score on
a licensure test, a given number of words to be typed per minute with a specified degree of
accuracy, ability to operate a given piece of equipment, and ability to perform examples of a
type of arithmetic computation with & specified accuracy within a given time limit. {See also
Norm-Referenced Test on page 122 of the Glossary.)

Other test—A type of examination other than those included in items 4 11 01.01 to
4 11 01.51. Any such type of test should be specified.

\

Name of Test
Publisher of the Test
The name of the publisher of the test used.

Copyright Date of Test
The latest copyright date as indicated on the test.
Level of Test

Form of Test
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESULTS
AND RELATED STUDENT CHARACTERIS TICS—Continued

4 10 00

412 00

4 12 01.00

.01

.02
4 12 02.00
.01
.02

.03

4 12 03

412 04
4 12 05
4 12 06

4 13 00

4 1301

MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TESTS AND INVENTORIES—-Continusd
Form of Test Administration
The general manner in which a test is administered.
Group/Individual Test

Group test—A test that may be administered to a number of individuals at the same time by
one examiner.

Individual test—A test that can or should be administered to only one person at a time.
Written/Oral/Performance Test

Written—A test which utilizes written language in its administration.

Oral—A test which utilizes spoken language in its administration.

Performance—A test in which the subject responds by overt action {such as fitting pegs into
a pegboard or tracing a maze), rather than by making a written or oral response.

Other
Language in Which Test is Written or Given (if not English)?
Date Test was Administered
The calendar year, month, and day on which the test was administered.
Location of Test
The place where the test was administered; for example, the city, State, or institution.
Name and Title of Person Administering Test
Test Scoring
Test Results
Any meaniﬁgful statistical or verbal expression of the raw score(s)  the individual on the test,

whether given in comparison to the test score distribution or converted into derived scores uti-
lizing some such unit as age, school grade, deviations from the mean, or percentile rank,

? *Codes for languages are included in appendix G, page 195,
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4 13 N2 Range of Scores

The difference between the lowest and highest scores obtained on a test by a given group with
which the individual took this test.

4 13 03 Norm Group

The kind of group for which the scores of the test have been "'standardized” for use in
interpreting test results, e.g., national, regional, State, or local. f the test is criterion-
referenced, this fact should be indicated in place of norm group (see item 4 11 01.51).

4 13 04 Type of Score Reporting
A type of measure based on a specified sample and used in the interpretation of raw scores.
Examples are mean, median, percentile, stanine, grade-equivalent, and standard scores for a

specified sample.

4 20 00 REFERRALS FOR SCHOOL WORK OR FOR INTELLECTUAL, SOCIAL, OR EMOTIONAL
REASONS

Information entered into this category concerns instances in which the student is referred to a
person or agency for diagnosis, assistance, or guidance with respect to his school work or for
intellectual, social, or emotional reasons. Because of the interrelatedness of factors contributing to
educational problems of students, this information may be combined completely or in part with
information under 3 40 00, Referrals for Physical, Health, Sensory, and Related Conditions.

4 20 01 Person or Agency Making Referral

The name and title (or professional relationship to the student! of the person—or name of the
agency—making the reterral.

4 20 02 Person or Agency to Whom Refer,ed
The name, title, and address of the person or agency to whom the individual was referred.
4 20 03 Cause of Referral

The specific condition or reason(s) indicating that a referral is necessary or advisable, e.g.,
emotional problems, retarded reading skill development, and difficulty with oral communication.

4 20 04.00 Purposef(s) of Referral
.01 To obtain a diagnosis of the student’s condition, problems, and needs
.02 To determine if the student qualifies for a special program
.03 To obtain treatment
.04 To obtain guidance
.05 To obtain disciplinary action
.09 To achieve other purpose (specify)
4 20 05.00 Referral Completed

An indication as to whether or not the student was seen by the agency or person to whom
referred.
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST FESULTS
AND RELATED STUDENT CHARACTERISTICS—Continued

4 20 00
4 20 05.00
01

.02
.03

4 20 06

4 30 00

4 30 01.40

41

REFERRALS FOR SCHOOL WORK OR FOR INTELLECTUAL,
SCTIAL, OR EMOTIONAL REASONS—Continued

Referral Completed—Continued
Yes

No
No information

Report from Referral Psrson or Agency

The nature of action taken by the person or agency to whom the referral was made. If the
student is suspended or expelled, such action should be noted here: further, any relevant
information obtained during resulting hearings or proceedings should also be noted.

SPECIAL MENTAL AND PSYCHCLOGICAL CHARACTERISTICS

This category includes the identification of special behavioral and psychological characteristics of
the student, as det:rmined by qualified professional personnel. Students identified according to
local, State, or Federal regulations as requiring special educational planning and services ‘or
behavioral or psychological reasons should have their condition identified in the section below; these
students also should be counted under the appropriate category(s) of 8 01 00 on page 106.

Gifted and Talented

Persons identified by professionally qualified pe ‘sonnel as being mentally gifted or talented in
specific areas such as those listed below.

As the term is used in this handbook, the “mentally giited” include individuals whose potentigl
is so high or whose level of mental development iz so far advanced that they have been
identified by professionally qualified personnel as needing additional educational opportunities
beyond what is provided by the usual school program if they are to be educated to the level of
their ability.

As the term is used in this handbook, the “talented” include individuals identified by
professionally qualified personnel as being capable of high performance in one or more areas of
special competence. Among these areas of special competence are creativity; leadership ability
and social adeptness; and facility in the productive and performing arts.

Generally, the gifted and talented as a group are believed to comprise 3 to & percent of the
school-age population.

Gifted in general academic work—Including mathematics, science, social studies, reading,
foreign languages, and other language arts.

Talented in fine arts areas—Including music, dance, arts of desiy,n, and dramatics.

Talented in vocational and technicaﬂam_ylncluding the skilled trades and drafting.
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4 30 03.52

4 30 04.60

.61

.62

.63

4 30 05.71

4 30 06.72
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Gifted or talented in other areas—Including athletics, human relationships, leadership, and
creativity in areas not identified above.

Underachievers

Students who score consistently and significantly below their expected performance leveis on
standardized achievement tests. Their expected performance levels are determined by using
scores on standardized tests of ability to predict performance on standardized tests of
achievement.

Slow Learners

Students who display evidence of having difficulty in adjusting to the usual curriculum in one
or more academic areas, requiring modification of school offerings within the regular classroom
in order to attain maximum growth and development. The term should be used in referring to
the student’s capability in specific academic areas rather than to the student’s general level of
mental ability.

Mentally Retarded

Individuals identified oy professionally qualified personnel as being mentally retarded, according
to degree ot retardation. This includes those individuals whose level of mental development is
such that they have been identified as unable, without special help, to profit from the usual
school program. Children in this category are classified educationally as educable mentally
retarded, trainable mentally retarded, and severely mentaily retarded.

Educable mentally retarded—Mentally retarded individuals who are educable in the
academic, social, and occupational areas, even though moderate supervision may be
necessary.

Trainable mentally retarded—Mentally retarded individuals who are capable of only very
limited meaningful achievement in traditional basic academic skiils, but who are capable of
profiting from programs of training in self-care and simple job or vocational skills.

Severely mentally retarded—Mentally retarded indiv:duals for whom neither self-support nor
significant improvement in performance is anticipated.

Seriously Emotionally Disturbed

Individuals identified by professionally qualified personnel as having an emotional handicap of
such a nature and seva ity as to require one or more special services, whether or not such
services are available. Such services—for conditions such as autism, schizophreniz, and other
psychotic conditions—include but are not limited to institutional care, other professional
treatment or care, and instruction in special classes on a tull-time or part-time basis.

Socially Msladjusted

Individuals identified by professionally qualified personnel as having unu.ual difficulty or
unacceptable behavior in interpersonal relationships to an extent as to require special services.
Children With Specific Learning Disabilities

Children who have a disorder in one or more of the basic psychological processes involved in
understanding or in using language, spoken o written, which disorder may manifest itself in
imperfect ability to listen, think, speak, read, write, spell, or do mathematical calculations.
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4 MENTAL, PSYCHOLOGICAL, AND PROFICIENCY TEST RESUL TS
AND RELATED STUDENT CHARACTERISTICS—Continusd

4 30 00 SPECIAL MENTAL AND PSYCHOLOGICAL CHARACTERISTICS—Ccentinued)
4 30 07.73 Childsen With Specific Learning Disabilities—Continued

Such disorders include such conditions as perceptual handicaps, brain injury, minimal brain
dysfunction, dyslexia, and developmental aphasia. Such term does not include children who
have learning problems which are primarily the rasult of visual, hearing, or motor handicaps, of
mental retardation, of emotional disturbance, or of environmental disadvantage.?®

4 30 09.90 Other Behavioral and Psychological Characteristics

Special behavioral and psychological characteristics other than those included under

4 30 01.40 to 4 30 07.73, such as drug dependency. Any such characteristic should be
specified.

4 40 00 MOST EFFECTIVE STYLES OF LEARNING

Cata included under this heading concern the manner in which the student appears to learn best.

ENROLLMENT
5 00 00

Enroliment is a broad category which includes data about the student’s entrance into the situation in which he
receives instruction (a.g., schocl, class, and instruction by correspondence), about his membership (including
attendance, absence, tardiness, and early departure), and about his withdrawal (including completion of school
work, transfer, dropout, and death). Some State laws require the maintenance of this data not only for students
actually enrolled in a public school, but for students in nonpublic schools as well.

Many school systems are adopting a recordkeeping precedure for students based on the concept of continuous
student accounting. This involves the acceptance of responsibility to account positively for a student once he has
enrolled in the school or school system. Under this concept, the student’s name remains on the membership rolls—
even though he does not appear for classes at the beginning of a term—until it is determined that his name should
be withdrawn from the rolls.2” If reliable information cannot be obtained about the condition, status, or
intentions of an absent student within a reasonable length of time, his name should be placed in category
5 53 02.49, discontinuance of school for unknown reasons, so that he is no longer counted in membership.

*# This is the wording of the definition in P.L. 91-230, ESEA Amandments of 1969: Title VI, The Education of the Handicapped
Act

37The use of the concepts “active membership status’” and “inactive membership status’ may increass accuracy of membership
figures for States and for the Nation, by increasing the comparability of membership data among local school systems and among
Stetes. For State education agencies, the distributicn of State funds based on membership msy be more equitable when schools
identify their students as being in active membership status (for which State funds sre psid) or inactive membership status (for
which State funds are not paid). Schools retsin responsibility for ctudents in both categories.

Under these concepts, students are considered to enter active membership for a given school term when they ettend classes.
They remain in active stetus until they withdraw or until they are assigned to inactive status because of being absent for a given
number of consecutive days (e.g., 5 davs, sufficient to cover absences due to most common childhood diseases). Students are in
inactive status before they attend any classes icr 8 new regular school term, before they attend classes in a new schoo! where they
indicate intention to enroll or transfer, or after they have (een absep?gwn number of days (e.g., § days).
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This handbook reflects the concept of continuous student accounting, which is illustrated diagramatically in
figure IVd. Note that this concept and the codes which are suggested are usable in schools with all types of yearly
schedules. However, for those schools which continue to utilize the student accounting procedures described in the
previous pupil accounting handbook (196«), appendix F contains the previous descriptions and codes.

Care must be exercised by the school system in counting membership and attendance to make
appropriate modifications for dual enrollment or shared-time arrangements, for released time, and for
part-time status.

5 10 00 ENTRANCE (ADMISSION)

Information included under this heading concerns the entrance or reentrance of the student into
a school or other instructional situation. This information classifies the entering student by type of
entry (i.e., original entry, reentry, or other entry) and includes a description of the situation in
which he is to receive instruction le.g.. the instructional organization entered, grade entered,
location of instruction, and type of class entered).

5§11 00 Date of Entry or Admission

511 01 Date of Entry
The complete date (year, month, day) on which the student first is present to receive
instruction in a class, school, or school system.

511 02 Date of Admission
The semester, quarter, or other term in which a student is admitted to an institution such as a
community/junior college or technical institute.

3 12 00.00 Type of Entry?8

A student entering an elementary or secondary school in the United States or its outlying areas
during the regular school term is classified as an original entry (item 5 12 00.01) or a reentry
(items 5 12 00.11 t0 5 12 00.17)®° A student entering an elementary or secondary school for a
summer school term or an agdult education instructional organization at any time during the year,
is classified under item 5 12 00.21, Other Entry. The admission status of a student in a
community/junior college may be indicated under item 5 13 00.

2*School systems electing to continue the use of earlier designations for Entries and Withdrawals will find the terms and codes
from the 1964 version of Handbook V in appeandix F.

3*For overseas dependents schools operated by the U.S. Department of Defense and independent American overseas schools, the
following terms and codes should be used for Type of Entry:

.04 Furst entry in any schoot (F)-A person who for the first time anywhere enters school, whether an elementary or secondary
school.

11 Reentry from the some school (S)—(See item § 12 00.11)

12 Reentry from a DOD overseas dependents schoo! (D)~ A student received from an overseas dependents schooi operated by
the U.S. Department of Defense. If desired, .he specific school or area from which received may be identified by a code
designation developed for that purposa.

13 Reentry from an independent Americen ove rsess school {1)—A student received from an independent American oversaas
school. If desired, the spacific school or area from which received may be identified by a code uesignation developed for
that purpose.

.16 Reentry from the Unitsd States or its outlying sreas (U} -A student received directly from a school in the United States or
its outlying areas.

A7 Reentry from another country (C)—A student received directly from an overseas school other than an independent
American overseas school or 8 schoo! oparated by the U.S. Department of Defense. (in this instance, the language of
instruction at the previous school should be indicated with a designation from appendix G, page 195.)
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5 ENROLLMENT—Continued

510 00

512 00

.01

B h

A2

A3

14

15

ENTRANCE (ADMISSION)~-Continued

Type of Entry-Continued

An original entry is a student who for the first time in the United States or its outlying areas
enters any public or nonpublic elementary or secondary school. The number of original entries is
a cumulative tota!, increasing during any given term and never decreasing.

A reentry is a student who previously entered any class in the samie elementary or secondary
school or in any other school in the United States or its outlying areas. The categories of reentry
are designated by the symbols R1 through R7, as defined in items 5 12 00.11 to § 12 00.17. In
every case, students in this category already have been recorded as original entries in some school
of the United States or its outlying areas.

Information about type of entry should be current for ail persons for whom the school system
has responsibility, e.g., for all children within the ages of compulsory school attendance residing
within the geographic area of a given school district. Each such person should be identified
according to type of original entry or reentry, or according to his reason for nonentrance {see
5 60 00 on page 89).

Original entry (E)-A student who for the first time in the United States or its outlying areas
enters any public or nonpublic elementary or sccondary school.?©

Reentry from the ssme school (R1)-A s-udent continuing in mermbership in the same
elementary or secondary school from one term to the next because of a transfer, promotion, or
demotion, or who transfers from one homeroom or class to another during a school term, OR,
a former student whose most recent previous schoo! membership was terminated at the same
school by dropping out {this being identified with the usc of 5 14 00).

Reentry from a public school in the same local administrative unit {R2)--A student received
from a public school located in the same local administrative unit. If desired, the specific
school may be identified by a local code designation.

Reentry from a nonpublic school in the same local administrative unit (R3)—A student received
from & nonpublic school lacated in the same local administrative unit. |f desired, the specific
school may be identified by a local code designation.

Reentry from & public_school in the State, but outside the local administrative unit {(R4)—-A
student received from a public school locaied in the same State but outside the loczal
administrative unit.

Reentry from a nonpublic school in the State, but outside the local administrative unit {R5)—-A
student received from a nonpublic school locatei in the same State but outside the local
administrative unit.

3%where desirex., the code .01 for Original Entry may be subdivided so that an original entry may be identified by the code .02 when
received directly from an independent American overseas school or DOD overseas dependents school. f-urther, the country from
which received may be indicated with the sppropriste code designation from appendix E, pages 179-180,

ERIC

IToxt Provided by ERI
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§ ENROLLMENT-Continued
5 10 00 ENTRANCE (ADM!SSION)—Continued
5 1200 Tyre of Entry—Continued
16 Reentry from another State (R6)—A student received directly from a school in another State.

If desired, the State from which received may be indicated with an appropriate code designation
rrom appendix D, page 177,

A7 Raantry from another country (R7)—A student received directly from a school in another
country, after having previously been a student in a school in the United States or its outlying
areas.?!

21 Dther entry (0)—A student who enters an elementary or secondary school for a summer term

or enters an adult education instructional organization. If a more detailed classification is
desired, such a student in an elementary or secondary school may be further classified under
this heading and in a n.anner similar to that presented in 2 60 41, Adminictrative Unit
Location; 6 11 01, Type of Program of Studies; or 8 01 00, Students with Special
Characteristics. The admission status of community/junior college students may be indicated
with the use of items under 5 13 00, Admission Status.

5 13 00.00 Admission Status (Community/Junior College)
The status conferred on the student when he is asdmitted to the institution.
31 Regular student (AT)—In community/junior colleges, an unrestricted status for students who

meet all the regular admission requirements of the institution. Regularly admitted swdents
with program restrictions should be classified uncer § 13 €0.39. '

32 Probationary student (A2)-1n community/junioi colleges, a teraporary status for all entering
st."dents having less thar. a stated academic achievement in their high school graduating class, or
wio 2:chieve less than a stated score on a standardizad test.

.33 Guest stugsnt (A3)—In community/junior colleges, a status which may be granted a part-time
student attending another college or university or. i full-time basis.

34 High school student (A4)—In community/junior colleges, a student currently enrollec in a
secondary school who is eligible for a program or course at the institution maintaining the
record.

. .39 Other Status (A9)—Any other community/junior college admission status not included in items
5 13 00.31 to 5 13 00.34. Frequently a student with this status is referred to as a ‘‘special
student.”

1 Whaere dosired, the code .17 for Reentry tromn Another Country may be subdivided 50 that the code .18 identifies 8 student re-
ceived from an ovarsess dependents school opersted by the U.S. Depariment of Defense, and .19 identifies a student received from
an independent Amaerican overseas school, while .17 identifies 8 student received from en oversess school other than those included
i 18 and .19, Further, the country frora which received may be indicated with the sppropriate code designation from appendix
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5 14 00.00 Former Dropout
A student whose most recent school membership was in an elementary or secondary school and

was terminated by dropping out. This category is included to provide useful information, where
appropriate, to augment items 5 12 00.11t¢ 5 13 00.30.

.01 Gropout with certificate of high school equivalency.
.02 QOther former dropout

51500 School or Other Institution Previously Attended

information relating to institutions previously attended by the student. In the case of elementary ~ .
and secondary schools this refers to the school from which the student transferred. In
community/junior colleges this includes any institution from which transfer credit has been
accepted.
/
5 15 01 Name and Address of School or Institution From Which Rersived

The full name and address of the schuol or institution from which the incoming student is
received, including the official name and address of the school (or school system) or
institution.

5 16 02 Name and Address of Other Institutions Prsviously Attsnded

The full name and adc. ess of institutions previously attended by the incoming student othar
than the one from which the student is received directly (see 5 15 Q1). This is particularly
applicable to community/junior colleges accepting credits from other institutions of higher
learning.

515 03 Type of School From Which Incoming Student is Received

The general control of the school from which the student is received (including higher
education institutions). Such schools include public schools and private or nonpublic schools
such as church-related schools, independent nonprofit schools, and proprietary <chools (see
definitions in the Glossary).
516 00 Educationsl Level Previously Completsd by Adult Educativn Student
An indication of the years of school previously completed by a student who registers for
adult/continuing education. See figure IVb, page 36, for terminology and codes.

517 00 School Entsred

Information about any schooi where the student enrolls for instruction. Information ab.ut
current school! normally is not carried in an individual s*udent’s record, but neads to be included
when the record is sent elsewhere. ’

517 01 Name of School and School System

The oificial name of the school and the school system, including any standard descriptive title.
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85 ENROLLMENT-Continusd

510 O0n ENTRANCE (ADMISSi7N)~Continued

517 00 Schoo! Entered —Continued
517 02 School and System Number or Code (if siy)
517 03 Schoo! Address

5 18 00.00 Dual Znreiiment

Any arrangement whereby a student regularly and concurrently attends two schools which share
direction and control of his studies. Eor example, the student may attend a pubiic and a
nonpublic school part-time, pursuing part of his elementary or secondary studies under the
direction and control of the pubiic school and the remaining part under the direction and control
of the nonpublic school; or, he may attund public secondary school part-time and an area
vocational school part-time with the diiection and control of his studies similarly sharod Ly the
two institutions.

Where appropriate, item 5 18 00.01 should be used to indicate that the student is enrollec! in
two schools. The items which follow should be completed to describe the second school in the
same mar rar that the items under 5 17 00 describe the school having primary responsibility for

the student.
5 15 0J.01 Dual enrollment
518 01 Name of Second School and Schooi System
65 18 02 Number or Code of Second School and System (if any)
5 18 03 " Addrass of Second School
5 19 00 Type of School or Institution Entered®?

The classification’ of the entering student according to the type of school or institution in which
he is to receive instruction.

Some areas may have “‘community schools” which inciude any or all of the categories listed. | f de-
sired, such an institituion may be identified as @ separate type of school,

.5 19 01.00 Presct.oo! Organization

A preschool organization provide. Jrganized instruction prior to instruction cffered es a part
of an elementary school program, A preschool day-care center, head start proyrem, or kinder-
garten school is included when it is not an integral part of a regularly established school
tystem, '

$2Suggested codes for items in this catagory are somewhat sequential sven though grouped by major type of school. This permits
sagier computer processing of dato about thess schools.
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Preschool progra'—-A beginning group or class enrolling children younger than 5 years of
age and organiz nrovide educational experience under professionally qualified teachers,
usually in cocperwion with perents, during the year or years immediately preceding
kindergarten (or pricr to entry into elementary school when there is no kindergarten).

Day cars center—A center under professional guidance designed to rrovide care for
prekindergarten children of working mothers and others while providing, at the same time,
educational experiences for the children.

Hauad start progrem—A child development pragram which offers economically disadvantaged
preschool children learning experiences, health screening (including examination of physical
condition, dental health, mental health, and nutrition), and treatment where required.
Full-year programs are provided for children as young as 3 years old. In some instances,
summer enrichment programs are offered for children who will enter school for the first
time the following fall.

Other organization—-Any organized activity for children operated by professionally trained
teachers prior to entry into kindergarten (or prior to entry .nto elementary school when there
is no kindergarten) not described in items 5 19 01.01 to 5 19 01.03.

Elemeritary, Middle, ana Secondary Schools

An elementary school is a school classified as elementary by State and local practice and
compoused of any span of grades not above grade 8. A preschoul or kindergarten school is
included under this heading only if it is an integral part of an elementary schoe! or a regularly
established school system. This includes all programs administered by the school or school
system, regardless of source of funds.

A middle school is a separately organized and administered school usually beginning with jrade
5 or 6, with a program designed specifically for the early adolescent isarner. Most middle
schools presume, in ultimate plan if not in present realily, & 4-year high school for the grades or
vears which follow, as in a 4-4-4 plan or a 5-3-4 plan.

A secondary school is & school comprising any span of grades beginning with the next grade
following an eivmentary o~ middle school and ending with or below grade 2.

An adult who enters an elementary, middie, or sscondary school instructional organization for
full-time instruction is considered an olementary, middle, or secondary school student and is
counted in the appropriate classification below. !

Students entering elsmentary, middle, and secondary schools may be classified under the
foliowing headings:

El*mentary school: Regular school term—An elementary school beginning usually in the late
suramer or fall and ending in the spring. Tte school term may be interrupted by one or more
vacations.

Elementary school: Sunimer schoo! term—An clementary school conducted in the summer
between the end of one regular schoo! term and the beginning of tne next regular school
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5 ENROLLMENT-Continued

5 10 00 ENTRANCE (ADMISSION)~Continued

519 00 Type of Schoal or Institution Entered—Continued
5 19 02 Elementsry. Middle, and Secondsry Schools—Continued
2 Middle school: Regular school term—A wmiddle school beginning usually in the late summer
or fall and ending in the spring. The school term may be interrupted by one or more
vacations.
.22 Middle school: Summer school term—A middle school conducted in the sum:ner between

the end of one regular schoo! term and the beginning of the next regular school term.

31 Junior high school—A. separately organized and administered secondary school intermediate
between the elementary and senior high schools, usually including grades 7, 3, and 9 (in a
6-3-3 plan} or grades 7 and 8 {in a 6-2-4 plan).

32 Five- or 6-ysar high schaci—A secondary school served by one faculty organized under one
principal which incluzes more then four grades, is not divided on a junior and senior basia,
and is not preceded by a junior high school in the same school system.

33 Junior-senior _high schoo/-A sscondary school organized on a junior-senior basis and
administered under one head as one unit. This includes secondary schools organized on a
2-year junior and a 4-yrar senior high school plan, a 3-year junior and 3-year senior high
schoc! plan, and any other plan based on a junior-senior crganization.

34 Sanior high school—A secondary school offering the final years of high school work
necessary for graduation and invariably precedsd by a junior high school.

.35 Four-ysar high school—A 4-year secondary school immediately following the elementary
school (as in a 8-4 plan) or a middle school. This includes 4-year vocational and technical
high schools.

.36 Other secondary school—A secondary schoo! conducted during the regular school term,

other than those identified under items 5 19 02.31 to 5 19 02.35, such as the incomplete
regular high school, and any newly organized high school that ultimately will have additional
grades. A secondary school exclusively for adults and youth beyond the age of compulsory
school attendance should not be included here but, rather, should be included under
5 19 04, Adult School or Other Arrangement for Adult/Centinuing Education.

37 Secondary school: Summer school term—A secondary school conducted in the sur.mer
during the period be*ween the end of one regular school term and the beginning of the next
regular school term. .

5 19 03.00 Community/Junior College

A community/junicr college is an institution of higher education which usually offers the first
two years of college instruction and career education, grants an zssociate’s degree, and does not
grant a bachelor’s degree. It is either a separately organized institution (public or nonpublic) or
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an institution which is a part of a pubiic school system or system of junior colleges. Offerings
include transfer, occupational, and/or general studies programs at the postsecondary
instructional level and may also include adult/continuing education programs.

A student who registered for instruction in an adult/continuing education program of a college
may be recorded both under item & 19 03.40 for institution entered and item 5 23 00.81 for
type of program entered.

40 Coramunity [Junior Colilege

5 19 04.00 Adult School or Other Arrangement for Adult/Continuing Education

Adult/continuing education is instruciion designed to meet the unique needs of adults and
youth—beyond the age of compulsory school attendance—who have either completed or
interrupted their formal education. This may be provided by a school system, college, or other
agency or institution (including a technical institute or area vocational school) through
activities and media such as formal classes, correspondence study, radio, television, lectures,
concerts, demonstrations, and counseling.

While most students in adult/continuing education receive their instruction in courses to which
an instructional level has not been assigned, adult/continuing education often includes
instruction at the elementary and secondary instructional levels in classes, through corre-
spondence, or by other means. Adult/continuing education also includes instruction at the
post-secondary instructional lavel tor which credit is not given toward a degree or toward the
completion of a program.

.51 Adult _school-A separately organized school providing instruction for adults and youth
beyond the age of compulsory school attendance.

.52 Other arrangcment for adult/cmtinmlg_educatian-/\n arrangement for providing adult/
continuing education other t in that included under item 5 19 03.40, Community/Junior
College, or item 5 19 (4.51, Adult School, such as a separate department or division within
a school or school system.

521 00 Grade Entered or Year in School
See figure 1Vb, page 36, for terms and codes for educational levels and grades.

5 22 00.00 Location of Instruction
The location and nawis o e facility or facilities used for instruction and for san)ices supporting
instruction, e.g., a school facility. a hospital, or the home of the student. Refer to Location of
Instructio on pages 96 and 97 of Hand“cok VI for detinitions.
A community/junior coilege rmay wish to identify the specific location where the student receives

the majority of his instruction, e.g., at a specific building or campuis of a multi-camous institution,
or at an off-campus adult education center.

.01 This school
.02 Another school in the sume schoo! system
.03 A schocl iz anotier school system
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5 ENROLLMENT-Continued

510 00 ENTRANCE (ADMISSION)—Continued

52200 Location of instruction—Continued
.04 Home of student
.05 Haospital
.06 Business, commercial, or industrial facility .
.09 Other nonschool location

5 23 00.00 Type of Program Entered (Community/Junior College or Adult/Continuing Education)

A student who registers for instruction in a community/junior college or adult/continuing
education instructional organization may be classified under one of the following categories
according to the objectives of the student in the program in which he is to receive instruction. If
the institution wishes, it aiso may classify the student according to the general content of his
program instruction.

4 General education program: —A secondary school, junior college, or adult education program of
studies designed primarily to prepare students for the common activities of persons as citizens,
family members, and workers, and which is contrasted with specialized education which
prepares for an occupation or career. For reporting purposes—so as not to be reported

' twice—students in college transfer programs having instructional content of a general education
or liberal arts nature should be included under item 5 23 00.51 rather than under this
category.

42 Occupational program—A secondary school, junior college, or adult education program of
studies designed primarily to prepare students for immediate (i.e., job-entry level) employment
or upgrading in an occupation or cluster of occupations. Additional information about such a
program may be provided by indicating area of major specialization or minor specialization (see
6 11 04 on page 91), type of occupation program of studies (see 6 11 02and 6 11 03 on
page 91) and occupational goal of students (see item X 21 44 on page 88 of Handbook VI).
For reporting purposes—so as to not be reported twice—students in college transfer programs
having instructional content of an occupational nature should be included under icem
5 23 00.51 rather than under this cater ry.

.51 Transfer program—A program of studies, at the postsecondar. instructional level, designed
primarily to '-ield credits which are chiefly creditable by 4-year colleges and universities toward
a bachelor’s degree. Students in transfer programs may be further identified, according to the
content of their studies, by area of major specialization, area of minor specialization, and
occupational goal of students (see 6 41 01 on pages 100 and 101,68 11 02and 6 11 03 on
page 91, and 2 11 06 on pages 35 and 37 in this handbook; and X 21 44 on page 88 in
Handbook VI).

.81 Adult/continuing education program—The program of instruction provided by a community/
junior college or adult/continuing education instructional organization for adults and youth
b2yond the age of compulsory school attendance, including work toward a test of general
educational development. Activities which are primarily social, recreational, or for the purpose
of producing goods are not included here but are included under item 5 23 00.91, Other
activity.
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91 Other activity—A forum, meeting, or activity which is primarily social, recreational, or for
the purpose of praducing goods.

5 24 00.00 Type of Class {(or Instructionai Grouping)
The type of class(es) or grouping(s} in which the student is to receive approved instruction.

.01 Regular class—-The general type of class or grouping in which most students receive instruction,
including most classes other than those which are composed of students with special needs.

.02 Special ciass or grouping for students with special needs—A class or grouping compcsed of
persons identified as being handicapped or having special educationa) needs, such as students
identified under 8 01 01 on >age 106, and for whom a program of special education is
provided. Such a class or grouging should be identified according to the type of exceptionality
or other characteristics of the swuuciics served. Some such students may be in regular classes
and should be counted under item 5 24 00.0¢. Others may be in both regular classes and
special classes and should be counted under itm 5 24 00.03.

.03 Both regular and special classes—An arrangement in which given students with special needs
receive a portion of their instruction in one or more special classes or groupings for studenis
with special needs and the remainder of their instruction in one or more regular classes.

04 Individual instruction—An arrangement whereby a student receives instruction by himself and
not as part of a class.

.0e Other class—A typ  of class, or a grouping for instruction, other than those included in items
5 24 00.01to5 24 00.04. Any such type of class or grouping should be specified.

5 25 00.00 Principai Medium of Instruction
The principal medium by which the student receives communications from his teacher(s).

.01 Direct student-teacher interaction—\nstruction by one or more te-ichers physically present, e.g.,
by a single teacher or by a team of two or more teachers.

.02 Television, radio, or telephone—Instruction received by television, radio, telephone, or other
similar device.

.03 Correspundence—Instruction which provides for the systematic exchange between teacher and
student of materials sent by maii.

.04 Dirsctea self study—Self study under the guidance of one or more teachers, including the use
of self-teaching materiais and recordings.

99 Other msdium—I\nstruction other than that provided by the media irncluded in items
5 25 00.0 to 5 25 00.04. Any st =h medium of instruction should be specified.

5 26 00.00 Full-Time/Part-Time Status

.01 Full-time student—A student who is carrying a full course load, as determined by the State,
local school system, or institution. A college student generally is considered to be full-time
when he carties at least 75 percent ¢.; » normal student load.
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5 ENROLLMENT—Coutinued

5 10 00 ENTRANCE (ADMISSION;—Contitued

5 26 00 Full-Time/Part-Time Status—Continued

.02 Part-time student—A student who is zarrying less than a full course load, as determined by the
State, local school system, or instituticn.

5 27 00.00 Day/Evening Status (Community/Junior Coliege)

.01 Day student—A stud:nt who attends the majority of his classes during the daytime hours, as
defined by the institution.

.02 Evenipg student~A student wio attends the majority of his classes during the evening hours, as
defined by the institution.

5 28 00 Special Prograra Modification

A change or deviation in the normal instructional program to accommodate special needs or
conditions of the student, such as a physical handicap or a religious belief, including the need for
special resources.

5 28 01 Program Modification for Religious Reasons

Any specific program modification required or permitted in the student’s schoo! activities
because of his or his parent’s spzcial religious beliefs or practices, e.g., released time for
religious instruction at a church, and exemption from participating in instruction in specific
health subject matter. If a request for a program modification is expressed by the student or
pa:ent, the nature of the request should be noted, the resulting program modification specifiad,
and the religion recordad.

5 28 02 Program Modification for Physical Reasons

Any specific prohibition, limitation, or other modification required in the student’s school
activities because of the student's physical condition. Any such modification should be
specified, e.g., rernedial physical education, and released time for physical therapy.

5 28 03 Program Modification for Othsr Reasons

A program modification for reasons not listed in 5 28 01 or 5 28 02, e.g., enabling the
student to receive instruction not available in his school through provisions for dual enrollment
in two secondary schools or a secondary school and a college (see item 5 18 00 on page 74).
Any such modification should be specified. '

628 04 Special Resource Requirements
Information regarding the student'§ need for special assistance, for specially designed facilities,
or for special equipment, e.g., a special tiet for a diabetic or allergic condition, ramps for a

wheelchair, an elevator, provisions for incoi.tinence, and provisions for storing serum and admin-
istering hypodermic injections. Thf)"i“’“' duration, and frequency of need should be stated.
[ 9
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Course or Class Assignment

Information about each course, class, and activity to which the student is assigned, including
course information, teacher, and current class assignment schedule.

Course/Class/Activity
Identification of each course, class, or activity to which the student is assigned.
Staff Member Name

The name of the teacher or other staff member to whom a student is assigned for each course,
class, or activity.

Raoom Number

Identification of the room number or other designation for the space to which the student is
assigned for each course, class, or activity.

Period Number

The period number, time inturval, and/or day identifying when the student participates in each
course, class, or activity. '

Langusge of Instruction

The primary language of instruction in each course, class, or activity 2 which the student is
assigned. Normally, this information is recorded only by exception, that is, when the language
of instruction is other than standard American English. Codes for language of instruction are
included in appendix G, page 195.

G

Counsalor

The name and title of the counselor to whom the student is assigned for assistance in making
choices regarding educational, vocational, social, and personal problems.

Homeroom Teacher

The name of the teacher supervising the homeroom to which the student is assigned.

MEMBERSHIP AND ATTENDANCE

Information included under this heading concerns various aspects of the student’s membership,

attendance, absence, tardiness, and early departure.

Membership Information

information indicating the period of time the student’s name is on the current ro!l of a class or
sct.ool, regardless of his being present or absent. The membership of a class or schaol is the
number of students on the currunt ro!' ¢s of a given date. This may be obtained by a simple count
or by sdding thé total number piesent and the towal number absent.

Number of Days of Membership

The number «f Jays a student is present plus the number of days absent when school is in
sessicn Juring a giver reporting period.
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5 ENROLLMENT-Continusd

——a

5 40 00 MEMBERSHIP AND ATTENDANCE—-Continued
5 41 00 Membership Information—Continued
541 O Number of Days of Membership—Continusd

A student is a member of a class or school from the date he enters until his name is withdrawn
from the rolls. During this period, the student is either present or absent on each day (or half
day) during which school is in session. The date of withdrawal from membership is the first day
after the date of last attendance, if known; otherwise, the date of withdrawsl is considered to
be the date on which it becomes known officially that the student left. Membership usually is
terminated after excessive consecutive days of absence other than for long iliness, or upon the
completion of school work, transferring to another school, discontinuance of school, or death.
(See also page 68.)

The sum of the days present and the days absent of ail students, when school is in session during
a given reporting period, is termed “aggregate days membership.”

A day in session is a day on which the school is open and the students are under the guidance
and direction of teachers. On some days the school plant may be closed and the student body
as a whole engaged in school activities outside the school plant under the guidance and
direction of teachers. Such days should be considered as days in session. Days on which the
teaching facility is closed for such reasons as holidays, teachers’ institutes, and inclement
weather should not be considered as days in session.

In general, membership always is considered to be ‘*full-time.” However, when computing
ratios for various purposes, persons attending curtailed sessions should be counted as if thay
were in membership for a portion of the session. For example (for purposes of obtaining
statistical comparatility anly), student-staff ratios invoiving kindergarten and prekindergarten
students attending a half-day session are computed as though thsse students were in
membership for a half day.

5 41 02 Percentage of Time in Membership (for an individual)

The number of days in membership divided by the total number of days school was legally in
session during a given reporting period, expressed as a percentage.

5 42 00 Attendance informstion
Information concerning a student’s attendance, absence  d tardiness in a class or school.

5 42 01 Number of Davs of Attendance

The number of days a student is present and under the guidance and direction of cne or more
teachers whila school is in session during a given reporting period. The sum of the days present
(actualiy attended) of ail students when scheol is in session is terred “*aggregate days attendance.”

Attendancy is the presence of a student on days when school is in session. A student may be
counted piesent only when he is actually at school or is present at ancther place at a school
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activity which is sponsored by the schocl, is a part of the program of the school, and is
perscnally supervised by a member or members of the school staff. This may include
authorized independent study, work-study programs, field trips, athletic contests, music
festivals, student conventions, instruction for kuniebound students, and similar activities when
officially authorized under policies of the local school board. It does not include “making up”
schoolwork at home, or activities supervised or sponsored by private individuals or groups.

A day of attendance is a schoolday during which a student is present for an entire school
session under the guidance and direction of teachers. When a student is present for only part of
the session, his attendance should be counted according to the nearest half day of attendance.
If overcrowded conditions make it necessary for a school to hold two separate sessions per day,
a student attending for all of either session should be considered as having completed a full day
of attendance. A n excused absence during examination periods or because of sickness or for
any other reason should not be counted as a day of attendance. Attendance at a State-approved
half-day tession for kindergarten or prekindergarten also should be considered as a full day of
attendance; for example, if one group of 100 pupils attends a prekindergarten in the morning
and a different group of 100 pupils attends in the afternoon, the aggregate attendance for the
day is 200. However, when computing ratios for various purposes, persons attending curtailed
sessions should be counted as if they were in attendance for a portion of the session. For
example (for purposes of obtaining statistical comparability only), student-staff ratios involving
kindergarten and prekindergarten students attending a half-day session are computed as though
these students were in aitendance for a half day.

Number of Davs of Absence

The number of days—figured to the nearest half day—a student is not in attendance on days
when school! is in session during a given reporting period. :

Any student must be counted absent who is not physically present at school or at a school
s 33
activity.

Raason for Absence

The primary cause for an absence, e.g., illness of student, medical or dental appointment,
quarantine, physical injury, iliness in family, death in family, trave! with family, inclement
weather, impassable roads, truancy, legal or iilegal employment, attendance at court, temporary
suspension, and religious holiday. In some instances, a school ¢r school system may wish to
distinguish between excused and unexcused absences.

Refarrals Bacause of Absence
A record of referral actions taken because of excessive absences, including the date of each

referral, the person to whom the referral was made, and the name and position of each person
recommending a referral.

331t should be noted that absence from the school and absence from a particular instructional activity or class need not
always be recorded the same way. For oxample, s student may be counted present for attendance affecting the school
district’s ADA, while being excused from attendance during a single class period. Further, the roster maintsined by the
school office for figuring ADA or ADM frequently is maintained ssparately from the roster maintained by the teacher for s

@ivan class.
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b ENROLLMENT-Continued

5 40 00

542 00

5 42 05

542 06

5 42 07

5 42 8

5 50 00

5 51 00

MEMBERSHIP AND ATTENDANCE —Continued
Attandance Information—Continued

Number of Times Tardy

The number of times a student is tardy during a given reporting period. Tardiness is absence of
a student at the time a given class and/or half day of attendance begins, provided that the
student is in attendance before the close of that class or half day.

Number of Esrly Departurss

The number of early departures of a student during a given reporting period. Early departure is
feaving school before the official close of the school's daily session. Reasons may include
special activity for curricular enrichment, doctor's appointment, and family emergency. in
some instances, the school may wish to distinguish between excused and unexcused early
Cepartures. When officiglly approved on a regular basis, early departures just prior to the close
of the session are considered to be released time.

Relessed Time

An arrangement whereby a school officially and regularly excuses a full-time student for a part
ot a session. This may be for reasons such as need at home, work on special activity, reduced

schedule because of physical or emotional condition, doctor’s appointments, anc religious
instruction.

Percentage of Time in Attendance (for an individual)

The number of days o. attendance divided by the number of days of membership, expressed as
a percentage.

WITHDRAWAL

information included under this heading concerns students who withdraw from membership in a
class, grade, or schcol by transferring, completing schoo! work, discontinuing school work, or
because of death. Such information should be recorded about all stucents who withdraw from
membership, whether during the regular schiool term or between regular school terms. The date of
withdrawa/ from membership is the first day after the date of last attendance, if known; otherwise,

the date of withdrawal is considered to be the date on whizh it becomes known officially that the
student left. (See also page 68.)

Transfer

A student who leaves one class, grade, or school and moves to another class, grade, part-time
program, or school is referred to as a “transfer.” Each student who transters from one elementary
and secondary class or school to another during a regular school term, or between the completion
of one regular school term and the beginning of the next, is identified with a designation selected
from5 51 01.01t0 6 51 01.09. 95
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Additional subcategories under existing headings may be develuped as deemed appropriate for use
in individuai school systems. For example, it may be desirable to include subcategories fcr
students sent or transferred by legal authority to residential corrective institutions where they do
schoolwork which can be applied toward the completion of elementary or secondary school
programs.

Information about a student who transfers from an elementary school to a secondary school or
from a junior high school to a senior high school frequently may be included under item
5 £1 01.02. Information about a student completing high school is included under 5 52 00,
Completion of Schoolwork.

A student who transfers to a college, adult/continuing education, or elementary or secondary
summer school may be identified by the symbol “T8."”

-

Type of Transfer

Transfer within the same school (T1)—A student tr+asferred within the same school because
of a transfer, promotion, or demotion to another homeroom or class.

Transfer to & public school in the same locai adi.vinistrative unit(T2)

Transfer to & nonpublic school in the same local administrative unit (T3)

Transfer to a coiiegs, to adult/caniinuing educstion, or tc elementary or secondsry summer
school (T8)

Transfer to a school autside the local administrative unit (T9)

Schoof or System to Which the Student Transfees

The name and address of the school or school system to which the student transfers. When the
student transfers to a location of instructin which is not a school facility, such as instruction at
home or instruction within 3 noneducational institution, the complete address of the location
in which he receives this instruction should be recorded under this heading.

Caomplstion of Schoolwork

in this handbook, schoolwork is considered zompleted when the student graduates from a high
school (grade 12) or community/junior college or otherwise fulfills the rsquirements for a
prescribed program ¢  tudies. Midyear or yearend transfer to a higher grade within the same
schoat is not consider=s s completion of schoolwork. Types of certificates and degrees awarded
for the completion of schoolwork are included in 6 21 01 on page 97,

Graduated from high school or community fjunior cotlege (C1/~The student receives a diploma
or degree as formal recognition for the successful completion of a high school or
community/junior college program of studies.

Completad other schoolwork (C2)—The student completes school in an approved manner other

than that included under item 5 52 00.11 above and receives a certificate of attendance ora

certificate of completion, gains recagnitior&%work as a high school postgraduate, is accepted
a,
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5 ENROLLMENT—Continued

5 50 00 WITHDRAWAL—~Continued

5 52 00 Completion of Schootwork—Continued

A2 Completad other schoolwork (C2)~Cantinued

for early admission to a college or university, or receives other recognition. A student receiving
a high school equivalency certificate is not considered as a withdrawal and therefore is not
included under this item; however, the awarding of such a dipioma or certificate shouid be
recorded under item & 52 00.11.

5 63 00.00 Discontinuance of School (Dropping out)

This category applies to students who leave school or discontinue their schooling, for any reason
except death, before graudation or completion of a program of studies and without transferring
to another school. Such a person o*ten is referred to as a “dropout.”’

The term is used most often to designate an elementary or secondary schoc! student who has
been in membership during the regular school term and who withdraws from membership before
graduating from secondary schcol (grade 12) or before completing an equivalent program of
studies. Such an individual is considered as having discontinued his schooling, whether this occurs,
during or between regular school terms, whether it occurs before or after he has passed the
compulsory school attendance age, and, where applicable, whether or not he has completed
minimum required amount of schoolwork.

The term also may be aprlied to students withdrawing from community or junior colleges,
adult/continuing education programs, and instruction during the summer school term of
elementary and secondary schools. If maintained, records about the discontinuance of such
students should be entircly separate from those about students discontinuing elementary and
secondary schools where they have been in membetship during the regular school term.

When a student discontinues one type of program of studies to enter another, he should be con-
sidered a transfer under 5 51 00.01 if in the same school or under other items of 5 51 00 if in

another school.

21 Discontinued s-hooling (D)

5 63 01 Compulsory Attendance Status at Time of Discontinuing School

Information regarding the student’s compulsory attendance status at the time of discontinu-
ance. Depending upon compulsory school attendance laws and regulations, this may include,
within a given State or local school system, information on the student’s age, his educational
progress, the distance from his residence to the school or schoolbus route, economic ngeds of
kis family, and his employment status.

5 63 02.00 Reason for Discontinuing School

The expianation as to why the student discontinued schooling. The one most significant
reason should be indicated; additional reasons may be maintained separately if desired.
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This information might be obtained and verified through an exit interview or follow-up

procedures.

31 Physical iliness (D1)—The student left school because of a physical illnass,

32 Physical or sensory disability (D2)-The student left school because of tae unavailability
of an educational program appropriate for his type of physical or sensory impairment
or handicap.

33 Emational disturbance (D3)—The student left school or was required to ieave school
because of the unavaiiability of an educstional program appropriate for his emotional
disturbance.

34 Menta! retardation (D4)—The student left school because of the unavailability of an

educational prograrn appropriate for .his level of retardation.

35 Behavioral difficulty (D5)-The student was required to withdraw from school because
of bahavioral difficuity. If the student was expelled from schooi for this reason, any
relevant information obtained during resuiting hearings or proceedings should be
incorporated in the record {see item 4 20 06 on page 66}.

.36 Academic difficulty (D8)—The student left school or was required to Izave because of aca-
demic difficulty.
37 Lack of appropriats curriculum (D7)—The student left school because the curriculum was not

appropriate for his needs.

.38 Poor student-staff relationships (D8)—The student left school because of poor relation-
ships with members of the school staff.

.39 Poor relationships with fsllow students (D9)--The student left school because of poor
relationships with fellow students.

40 Dislike of school expsrience (D10)-The student left school because of an active dislike
of one or mote aspects of his school experiences, other than those expressed in items
5 53 02.31 through 5 53 02.39. Any such area of dislike shouid be specified.

41 Parental influsnce {D11)—The student left school as a resuit of parental encouragement
to do so.
42 Need at home (D12}-The student !2ft school to help with work at home, including

work on the family farm.

43 Economic reasons (D13)-The student left schoul because of economic reasons, in-
cluding inability to pay school expenses and inability of parents to provide suitable
clothing.

44 Employment (D14)-The studert left school tc seek or accept employment, including

ernployment required to support parents or other dependents.

.45 Mavriage (D15)—The student left school because of marriage.

28
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.46 Pragrancy (D16)-The student left school because of pregnancy.
47 Religion (D17)-The student left school due to religious convictions of the student and/or

the student’s parents.

.48 Other known reason (D18)—The student left school or was required to leave for some
known reason, other than those of items 5 53 02.31 to § 53 02.47. Any such reason
should be specified, e.g., no school available, and excessive distance from hame to schoo! or
schoolbus route, ‘

49 Reasor, unknown (D 19]-The student left school for a reason which is not known.
.50 New residence, school status unknown (D20)—The student left school upon moving to a new

residence, as indicated under items 5 53 03.02to 5 53 03.05; it is not known if he entered
a new school.

£ 63 03.00 Residence After Discontinuing School

The residence of the s:udent immediately after discontinuing schoolwork. The student should
be identified on the basis of the one mast sppropriste residence.

01 Samé residence—The former student remained at the same re:.dence.
.02 New residence of family—The former student moved with his family to a new residence.
.03 Neoneducational _institution—-The former student entered a noneducational institution. This

includes any hospital, sanatorium, convalzscent home, orpharage, corrective institution, or
other residential institution where a school program is not in operation. If the student enters
a residential institution where he takes part in a school program, he is considered a transfer
(under 5 51 00) rather than a discontinuer or dropout (under the items of § 53 00).

04 Armed services—The former student entered the armed services.
.05 Other_new residence~The former student established a new residence not included under

items 5 53 03.02 to 5 53 03.04, e.¢., he moved from the home of his parents to the home
of a guardian, from a residential institution to a private home, or, after marrying, to a new
residence with his spouse.

09 No record of residence after dmppihg out.

553 04 Source of Discontinuance Information

The person or other source of any information on reason for discontinuing school and
residence immediately thereafter. 99
'
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5 54 00.00 Death

The record should include information zbout all students whcse names are removed from the
membership rolls because of death, whether this occurs during or between regular school terms.

.61 Daath of student
5 54 Ot Csuse of Death™*
5 54 02 Source of Death Intormation

The person or other source of any information about the date and cause of the student’s death.

5 60 00 NONENTRANCE iINFOnMATION

Information recorded under this heading concerns individuals, residing in the administrative unit,
who are of compulsory school attendance age or of school census age (if these limits are greater) and
who have not entered any schoo! during the current regular school term and are not classified as
discontinuers or dropouts. A handicapped child of compulsory schocl attendance age who is not
attending school because there is no program that meets his special need is referred to as a
"nonserved child.”” A child of compulsory school attendance age who is not required to attend
school for any other reason is referred to as an “‘exempted child.”

This information should be maintained to whatever limits such recordkeeping is required by law
or regulation.

5 60 01.00 Reason for not Entering Local Public Elernentary or Secondary School

The explanation as to why a child or youth of compulsory school attendance age or of school
census age who (a) has never entered school, (b) completed his high school work in an
approved manner at the close of the preceding regular school term, or {c) for some other reason
was not in school membership at the close of the preceding term, did not enter any lacal public
elementary or secondary school for the current regular school term. {f a child or youth was 1
member of any school at the close of the preceding term but did not transfer, complete his
schoolwork, or die and did not enter school for the current term, he is considered a
discontinuer or dropout. information about such a person is recorded under 6 563 00. For
persons included under 5 60 01.06, 5 60 01.07 and 5 6G 01.08, a distinction may be made
to indicate whether (a) the local public schools currently do not provide services for children
having this chiid's condition, or (b) the iocal public schools provide services but do not have
space available for this child at the present time.

Some of the following items of information may be of a confidentiai nature and should be used
with discretion.

01 Receiving instruction elsewhere—The child or vouth is receiving instruction in other than a
local public school, e.g.. instruction in a nonpublic school, instruction in a public school
outside the local administrative unit, and approved private instruction at home.

.02 Under compulsory age—The child ha not yet reached the compulsory school attendance
age. This information is maintained where required by law or regulation for school census or

other purposes.

34See page 176 for one possible use of this information.
Q
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5 ENROLLMENT-Continued

5 60 00

5 60 01

.03

.05

.07

5 60 02

information recorded under this heading concerns aspects of the student’s activities and accomplishments

NONENTRANCE INFORMATION—Zontinued

Reason for not Entering Local Public Elementary or Secondary School—Continued

Over compulsory age~The youth has passed the compulsory school attendance age. This
information is maintained where required by law or regulation for school census or other
purposes.

Completion—The youth has been graduated from high schocl (grade 12) or has completed
some other minimum required amount of schoolwork.

Distance from residence to school-The residerce of the child or yoith is an excessive
distance from any suitable schoo! or schoolibus rou:e.

Physical or sensory condition—No appropriate educational program is available to the
person; his physical condition (such as a severe crippling condition, profound deafness,
blindness) is of such a nature that participation in the existing educational pragram of the
school system seems infeasible.

Mental retardation—No apprupriate educational program is available for the person’s level of
retardztion.

Emotional disturbance or behsvioral difficulty-No appropriate educational program is
available to the person; his emotional disturbance or behsvioral difficulty is of such a nature
that participation in the existing educational program of the school system seems infeasible.

Religious reasonz~The child and/or the child’s parents have religious convictnons that prohibit
the child’s pa-icipation in the educational program of the school system, and the child is
not receiving approved instruction elsewhere.

Other reasons—Reasons other than those presented in 5 € 01.01 to 5 60 01.09,
explaining why a child or youth of school age does not enter either a public or nonpublic
school, e.g., working to support his family, lack of clothing, lack of sufficient funds, and
indifference of parents or child. Reasons presented under 5§ 53 02 may be used here if
appropriate. Whatever the reason may be, it should be specified.

Source of Nonentrance Information

The person or other source of any information about the student’s not entering school.

PERFORMANCE

6 00 00

including those which are a part of the school program, those which are conducted outside the school, and those

which are undertaken after he leaves the school. 101
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SCHOOL PERFORMANCE

School perfeimance information concerns activities and accomplishments within the school
program, su-h as information about the student’s program of studies, courses, school activities,
grade progression, and the diploma, certificate, or degree awarded for completion of schoolwork.

Program of Studies

A program of studies is a combination of related courses and/or self-containes classes organized
for the attainment of specific educational objectives, e.g., a program of special education for
handicapped students, a college preparatory program, an occupational program (in a given
occupation or cluster of occupations), a general education program, and a transfer program.

Tyoe of Program of Studies

An indication of the general purpose or content of the program of studies selected by the
student or in which he is entered. Definitions for these terms are included in Handbook VI,

pages 61 and 62.

Typical local elementary program

Typical local middle school program

Typicat local junior high school program

Program of special educatior, for handicapped students
College preparatory progrem

Provisions for postgraduate study

General education program

Occupations! program—See 6 11 02 fur further detail.
Transfer program

Rehabilitation program

Other program of studies (specify)

Type of Occupational Program of Studies

As an expansion of information for 6 11 01.42, Occupational Program, the following items
provice for describing the general nature of any program of studies that is designed primarily to
prepare students for immediate employment or upgrading in an occupation or cluster of
occupations, e.g., a vocational, technical, or apprenticeship program. If the program is designed
for upgrading an individual in his current occupation cr to retrain him for a new occupation,
this should be indicated uncer 6 11 03.00, Type of Retrainirg Program.

Vocationsal program

Technical program

Apprenticeship program

Other occupational program (specify)

Type of Retraining Program

Upgrading in current occupation
Retraining for new occupation

Area of Specialization

A designation, as apprcoriate, for the subject-matter area or areas in which the student
specializes within his program of studies. This may be considered an area of major

102
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6 PERFORMANCE~Continued

6 10 00 SCHOOL PERFORMANCE—Continued

6 11 00 Program of Studies—Continued

6 11 04 Area of Specislization—Continued
specialization‘ or minor specialization, according to local requirements for minimum number of
courses or units of value. If definitions for the subject-matter aress and their subdivisions are

required, these may be obtained from Handbook VI, pages 106 and following. For major
discipiines in higher education, see the listing on pages 100 and 191.

01 Agriculture
02 Art
a3 Businsss
04 Distributive education
05 English language arts
06 Foreign |,
07 Health occupations education
08 Health snd safety in daily living, physical education, and recreation
.09 Home economics
10 Industrigl srts
RE! Msthemstics
12 Music
A3 Natural sciences
14 Office occupations
.15 Social sciences/social studies
16 Technical ed :cation
A7 Trade and industrisl occupations
18 General elementary education end general secondsry education
19 Differentialized curriculum for handicapped students
.98 No srea of specislization
.99 Othar ares of specislization (specity)
6 12 00 Course Information

A course is an organization of subject matter and related learning e*:periences provided for the
instruction of students on & regular or systematic basis, usually for a predetermined period of
time (e.g.. a semester, a regular school term, and a 2-week workshop). Credit toward graduation
or completion of a program of studies generally is given students for the successful completion of
a course.

In a departmenalized organization, regardless of the instructional level, a churse is that portion of
the instruction, within a general subject-matter area, which has its own descriptive title and is
presented in a prescheduled series of class meetings or, as in the cass of instruction by approved
correspondence, in a planned series of lescoris.

In a nondepartmentalized situation, or in a self-contained class, the designation of a grade may be
substituted for the course tile.

L 103
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Course information includes {a) descriptive information about the course itself and the class in
which the student receives instruction, and (b) information about the student’s performance in
each course taken and in each portion of the instruction for which he receives a8 mark or report.
When course information is forwarded outside the school system, data regarding the number of
clock-hours or the number of equivalent weeks the class typically meets and minutes of class time
per week should be indicated.

Subject-Matter Area or Dspartment

A grouping of related subjects or units of subject matter under a hcding such as English
language arts, foreign languages, art, music, natural sciences, industrial urts, home economics,
agriculture, business, physical education, and trade and industrial occupations. In a
departmentalized school organization, a department is an administrative subdivision with a
teaching staif responsibie for instruction in a particular subject-matter area of Tisid of study.
Codes for subject-matter areas are included under 6 11 04, with reference to Handbook VI.
For major disciplines in higher education, see the listing on pages 100 and 101.

Course Code
A number or other symbolic designation assigned to a ceurse for identification purposes.

Descriptive Course Title

in a departmentalized organization, the descriptive title by which a course is identified (e.g.,
American History, English ill); in a self-contained class, any portion of the instruction for
which a mark is assigned or a report is made (e.g., reading, composition, spelling, etc.; or

language arts).
Grade Level

A designation applied to that portion of the curriculum which represents the work of one
regular school term. In referring to @ given course, the term “grade’ or ‘“grade ievel” may
indicate that the course normally is intended for students of 8 given grade. For courses
normaliy open to students of several grades, each of these grades shouid be indicated. (Refer to
figure 1Vb, page 36, for terms and codes.)

Spacial Student Group for Which Course is Designed

The nature of any special student group for which a course or class is designed. This group
might be identified by designations such as talented, slow learners, retarded in reading ability,
non-English speaking, crippled, or mentally retarded (educable or trainable). A number of
special student characteristics is coded under 8 01 00, pages 106 and 107.

Principal Medium of Instruction

{See 65 25 00, page 79, for items and definitions.)
Course Time Elements

The number of clock-hours required for course completion, 8 figure especially important for
occupational or vocational cousges. This number may represent the ciock-hour requirement of
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SCHOOL PERFORMANCE ~Continusd

Courss information—Continued
Course Time Eienx .its~Continued

the course, or it may indicate the number of minutes (or clock-hcurs) of class time per waek
and the number of equivalent weeks the class typically meets.

Mark or Repart for Student Performance

Any final mark or report received by the student for 8 course or for & partion of subject matter
representing an evaluation of the work done. An interpretation of marks should be included when
this information is sent outside the school system. Refer to Handbook VI, page 79, for a
description of various marking scales.

Credits {Units of Value)

The unit(s) of value awarded for the successful completion of certain courses, intended to
indicate the quantity of course instruction in reiation to the total requirements for a diploma,
certificate, or degree. Credits frequently are expressed in terms such &s “Carnegie units,”
“credits,’” “semester credit hours,’” and “quarter credit hours.” An interpretation of credits
should be included when this information is sent ocutside the schoo! system. In some programs
{e.3.. some occupational programs), credit is applied toward completion of schoolwork not
enailing graduation. In a self-contained class, credit is considered given for the successful
completion of a regular school term (or a temester). Completion of a grade is recorded under

6 18 00, Progress Information. See Handbook VI, page 78, for various types of credits or units
of value.

Credits Transferred In

The number of credits or other u:nits of value accepted by the subject school from esch pre-
viously attended institution for application toward gradustion or othar program requirements.

Credits Attempted (Given School Term)

The number of hours of credit a student attempts to earn during a given semester or regular
school term.

Cumulative Credits Attempted
The cumulative number of hours of credit a student attempts to earn.

Credits Received: School Yssr

The number of hours of credit a student actually earns during a given school year. In some
cases course credit may be earned by examination only.

Credits Received: Cumulative
The cumuiative number of hours of credit a student actually earns.

Mark Value

The scale of numerical equivalents for marks awarded, indicating performance in schoolwork and
used in determining student mark-point aviﬁse.g., A=4, B=3, C=2, D=1. These numerical
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equivaients should be specified wherever appropriate. The specific numerical equivelents in
student records may be referred to as “"mark points.’”’ The computation of mark-roint averages is
described in 6 16 00. In some situations honus points are awarded for courses of grestest
difficulty, such as advanced placement courses. An interpretation of mark points should be
included when this information is sent outside the school system.

Mark Points Transferred In

The number of mark points earned by the student and accepted by the subject school from
each institution previously attended, as translated into equivalent mark points of the receiving
institution.

Mark Points Received (Given Reporting Period)

The number of mark points earned by the student during a given reporting period.

Cumulative Mark Points

The total number of mark points earned by the student applicable toward the requirements for
greduation, or for a degree or certificate. This consists usually of the mark points transferred in
plus those earned in the current institution.

Mark-Point Average

A measure of average performance in all courses taken by a student during @ marking period,
school term, or year—or accumuiated for several terms or years—obtained by dividing total mark
points by total courses or by hours of instruction per week. See Handbook VI, page 80, for items
describing the frequency and scope of mark-point averages. An interpretation of the mark-point
average should be included when this information is sent outside the school system.

Mark-Paint Average (Given School! Term)

The average of mark points earned during a given semester or regular school term.

Cumulative Mark-Point Aversge

The cumulative mark points earned by the student divided by total courses, hours of
instruction, or cumulative credits attempted.

Size of Completion Group

The number of students in the student’s grade or other group with which the student is likely
to graduate or to complete a program of instruction.

Rank in Completion Group

The position where the student’s mark-point average places him in comparison to the number
of persons in the completion group. Usually the highest mark-point average is ranked 1, the
next highest 2, etc.

Cocurricular Activity Information

Data concerning the student's participation in activities under the sponsorship and/or
direction of the school, of,_‘t{ww type for which participation generally is not required and
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SCHOOL PERFORMANCE- Continued

Cocurricular Activity Information—Continued

credit is not awarded, eg., student crganizations, intramural and interscholastic athletics,
publications, band, orchestra, and service activities.

Such participation should be specified in the student's record. For an expanded list of
cocurricular activities, refer to Handbook VI, pages 242 to 246.

Descriptive Activity Title
The name or descriptive title of the cocurricular activity.
Activity Honors

Any honors and awards received by the student for participation in cocurricular activities.

Progress Information

Information about the progress of the student in full-time school programs in a grade or in an
ungraded situation during a given regular school term. This information, usually comipleted at the
close of a regutar school term, is used in conjunction with & 21 00, Grade Ertered or Year in School.

Type of Promotion

The nature of the student’s promotion or progress at the end of each appropriate school term.
Definitions for the foliowing terms are included in Handbook VI, page 84.

Regpulsr promotion

Accelerated promotion

Continuous promotion

Nonpromotion (specify reason under 6 18 02.00)
Probationsry promoticn

Vearisbls progress

Other type of promotion

Reason for Nonpromotion

The primary cause of 8 nenpromotion. as recorded under 6 18 01.40.
Prolonged absence
lliness

Inadequate performance
Other resson (specify)

Recognition for Completion

The nature of the certificate or other recognition given the student for successful conpletion of a
program of studies, course, class or cocurricuL{ G%iw' or for gradi-ation from a school, e.g., a
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diploma or other certificate, promotion to the next school, and awsrding of units of value. See
Handbook VI, pages 85 and 86, for definitions.

6 21 01.20 Recognition for Graduation or Complation o! Program of Studies

The nature of the certificate or other recognition given the student for the successful
completion of the program of studies or for gradustian, e.g., & diplome, an equivalency
certificate, an associate degree, and promotion to the next school. Frequently, such recognition
is bestowed at a forma! graduation ceremony. It implies compietion of a program of studies and
indicates usually that the student is prepared for a more advanced level of instruction or
activity.

High school digloma
Unifarm high school diplomae
Differentiated high school diplome
Certificate of high schoo! equivalency {including recognition for attaining satisfactory scores
on the test of General Education Develapment)
Certificate of completion
Certificats of sttendance
Assoclete degree ®
Other certificate ar degree (specify)
Promaotion to next school

No recognition
Other recognition {specify}

By3z3

2838888

6 21 02.00 Recognition for Complation of Self-cantained Clsss, Course, or Cocurricular Activity

The nature of recognition given the student for the successful completion of the work of a
seli-contained class, course, of cocurricular activity, e.g., swarding of units of value or a
certificate, and no special recognition. Reiur to Handbook VI, pages 85 and 88, for definitions.

01 Awerding of units of value

.02 Completion of requirement, but no units of value awarded
03 Csrtificate

04 Honor swerd

.05 Letter af commendation
.06 Monogrsm

.07 Paints

08 Promotion or advancement
.88 No special recognition

99 Qther r.cognition (spac.fy)
00

Haonois information

Information about honors won by or awsrded to the student, e.g., honor roll recognition,
participation in honors program, and scholarships and prizes won.

.0 Horror roll-A list of names publishec each marking period, term, or year indicating students
who have achieved a set standard of performance in their schoolwork. In colleges, this

*35ee the Glossary for definitions of Associate in A:ts Degree, Associate in Science Degree. and Associste in Applied Science Degres.
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SCHOOL PERFORMANCE —Continued
Honors li:formation—Con jnued
Honor roll-Continuved

frequeantly is referred to as the ‘‘dean’s list.’” This information should be recovded for each
school term.

Honorsble mention—A iist of names published ezch marking period, term, or year indicating
students who have achieved a set standard of performence in their schoolwork, but beiow the
requirements of the honor roil.

Honor society—An sssocistion that receives into membership students who have achieved high
scholarship and, frequantly, who aiso fulfill established requirements for distinctica in
leadership or citizenship.

Honurs program—A special accelerated educational program for advanced students.

Prize_awerds—-Awards given 1o students for exceliing in specified subject-matter areas, e.g.,
literature, mathematics, and sciencs.

Scholarships—~Awards, usually of money or of free of reduced tuition, given deserving students
as recognition of achievement or as encouragement. The name of any such scholarship, the
institution to which it applies, and other particulars should be noted.

Athlstic awerds—Awards given students for outstanding achievement in athietic conpetition.

Citizenship awer~s—Awards given students for outstanding achievement in civic and citizenship
activities.

Other honors—Any other honors given the studunt net listed in 6 22 00.01 to 6 22 00.08.
Any such honor should be specified.

Transcript Requests

Information about requests for the student’s transcript, e.g., the name of each institution or
person requesting the transcript and the date the transcri. * was sent in response to such a request.
Where required by local policies or regulations, parental ur student consent should be obtained
before sending transcripts (see chapter il). '

NONSCHOOL PERFORMANCE
Nonschool performance information concerns empioyment of the student and other activities
performed outside the school, whether performed during school terms or during vacations.

Employment information

Information about work for nay done by the student w.hile in membership during the regular
school term or during vacation. 109
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Employer's Name
The name of the student’s empioyer.
Hours Worked Per Week
The number of hours per week the employer expects the student to werk.
Employment Permit Information

Data regarding the type of employment permit or certificate issued to the studert, the number
of the permit or certificats, dates of validity, and other pertinent information.

Work-Study Program Participation
Data regarding the student’s participation is the school’s work-study program.
Cther Nonschool Performance Information

Information about participa.ion in activities, other than activities irciuded in 6 31 00, which are
neither sponsored by the school nor under the guidancs or supe-vision of staff members but are
considered significant in terms of permarent records sbout students. This includes information
about the various activities in which the student participates outside the school, training received
outside the school, honors and recognitions granted for participation in nonschool activities,
offices and positions held by the student, travel information, hobby information, and other
special interests ana abilities. .

Description of Nonschool Activity

identification or daseription of each nor.schoot activity in which the stucfent participates ina
significant manner.

Nonschool Activity Honors

Honors and awards r.ceived by the student as & result of his nonschool activities. Any such
honor or award should be specified.

Nonschool Activity Interests

Nonschool activities in which the student has expressed murked interest. Any such activity should
be specified.

POSTSCHOOL PERFORMANCE

Postschool performance information concerns aspirations and plans of the student for postschool
vocation, training, and education. Also included is information about employment and other
activities of the former student after he leaves the school.

Postachoo! interests snd Plans

Current plans and interests as stated by the student for postschool vocation, training, and
education.

1o
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6 PERFORMANCE—Continusd

6 40 00 POSTSCHOOL PERFORMANCE~Continued

€ 41 00 Postschoal Interests and Plans—Continued

6 41 01.00 Subject Matter of Postschool Training or Education in Which Interestad

The nature of the training or education which the student is planning or in which interested for
participation after leaving his current school. Categories suggested for students planning career
training in. an area vocational school, technical institute, community/junicr college, or other
specialized ichool, included under .01a to .19a below, ate taken from Handbook VI, Standard
Terminology for Curriculum and Instruction in Locsl snd State School System.*® Msjor
disciplines for higher education, included under .015 to .49 b, ara taken from A Taxonomy of
Instructional Programs in Higher Education.®” {Code numbers for these two lists are taken
direcdy from the source documants; the suffixes “‘a” and “‘b” have been added o aveid

duplication of codes.)
.01a Agriculturs
.02a Art
.03a Business
.04a Distributive education
.05a English languape arts
06a Forsign languages
07s ~ Health occupations educstion
.08 Heelth and ssfety in Jdaily living, physical education, and recrsation
.09 Home economics
103 Industrial arts
d1a © Mathematics
12a Music
13 Natursl sciences
148 Office occupations
.15a Socisl scisnces/social studies
.16a Technical education
17a Trads and industrial occupations
.19a Differentialized curriculum for handicapped students
.01b Agriculturs! and natursl resources
02b Architecture and environmental design
03b Arse studies
04b Biological sciences
.05b Business and managemenit
.06b Communications
07b Computer and information sciences
.08b Education
.08b Engineering
10b Fine snd spplisd arts

¢ From Handbook V1, chepter 5. (Publication informaetion is on page 111.)
37Robert A. Huff and Maerjorie O. Chandisr, A Taxonomy of ‘nstructional Programe in Migher Education. Washington: U.S Gowern-
ment Printing Office, Superintendent of Documents Catalog No. HE 5.250:50064. 1970.
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11b
12b
A3b
14b
.15b
.16b
A7b

.18b

6 41 02

6 41 03

6 42 00

642N

19b

21b
.22b
.23b
.49b

DEFINITIONS 107

Foreign

Health professions
Home economics
Law

Letters

Li science
Mathematics
Military sciences
Physical scisnces

Public affairs and services A
Social sciences ;4
Theology

Interdisciplinary studles

Extent of Education Plarned
The extent of education planrned by the stuient. (See figure IVb, page 38, for;terms and codes.)
Carser Objectives™®

The goals of the student in terms of the type of occupation. (See 2 11 06 on page 35 for
details.) '

Postschool Education and Training Information®®
Data cor«cerning further schooling and other - rainihg programs after leaving schoo'l.
Tyne of Postschool Education or Training

The nature of postschool education or training. References for terms and codes are inciuded in
6 41 01,6 11 00 on pages 91-92, and figure IVb on page 36.

‘ 14A listing of “cereer clusters” under development ss of December 1974 within the USOE Bursau of Occupational and Adult
Education included the following categories:

Construction Occupations
| Menufacturing Occupstions
Trensportation Occupetions
Agri-Business snd Natural Resourcss Occupations
Marine Science Occupations
Environmental Occupations
Businesr. and Office Occupations
Marksting and Distribution Occupations
Communications snd Medis Occupations
Hospitlity and Recrestion Occupations
Personsl Service Occupations
Public Services Occupations
Haelth Occupstions
Consumer and MHomerasking/Home Economics Occupstions
Fine Arts and Humanitiss Occupations

1% Tiwse date sre needed for conducting most followup research studies intended to improve the sducationsl progrem, and for as- -
sisting educetors in working with former students. For guidelines sbout maintaining records after students tesve school, sis pages 9

and 10.
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6 PERFORMANCE—Continued

6 40 00 POSTSCHOOL PERFORMANCE —Continued

6 42 00 Postschool Education and Training Information—Continued

6 42 02 Institution(s) in Which Enrolled
The name of each institution in which the former student enrolis for postschool educat'en or
training.

6 42 3 Honors and Recognition Awarded
Honors and recognitions awarded the former student, e.g., membership in honorary societies
and offices held.

6 43 00 Postschool Occupation and Employrsent information*®

Data concerning the former student’s employment after education and training.
6 43 01 Employer

The rame of the individual, firm, or corporation employing the former student after he leaves
school, and information about where the former student works. If the former student is not
enrolled in schoo! and is not employed, this fact may be indicated here.

6 43 02 Type of Work Performed

The work performed by the former student after he leaves school. The classification under
2 11 06 on page 35, which is suggested for use aiso under 6 41 03, Career Objectives, may
be used to indicate the nature of postschoo! occupations. If desired, greater detail may be ob-
tained in classification by referring directly to the Dictionary of Occupational Titles*\ or to
Vocational Education and Occupations. 42

6 43 03 Military Service Experience
Military service experience of the former student, including special training acquired while in
the service.

6 44 00 Other Postschool Activities

Notable postschool activities and accomplishments other than information about employm.ent,
education, and military service, e.g., elective offices held and books published.

42500 footnote 39 on page 101.

41540 rafarence to Dictionsry of Occupe . -onal Titles on page 35.

435, Department of Health, Educstion, snd Weifsre, Office of Educstion; and U.S. Department of Labor, Manpower Administra-
tion. Vocational Education and C xupstions. Weshington, D.C. U.S. Government Printing Office, Superintendent of Documants
Catalog No. £S 5.280:80061. 1965, 113
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TRANSPORTATION
7 00 00

Informaticn rerorded under this heading concerns the transportation of students. This information is collected
primarily for the use of local school administrators and administrators of State programs of transportation. It
should be maintained to whatever limits such recordkeeping is required by law or regulation or for effective
operation of transportation programs.

7 01 00.00 TRANSPORTATION STATUS OF STUDENT

Information about whether or not the student is transported to and/or from school, or receives
services and/or payment in iieu of transportation. .

.01 Transported at public expense—The student is transported between home and school at public
expense, whether the school system receives some State transportation aid for the student or
whether the student is transported entirely at local school district expense.

.02 Provided room, board, and/or payment in lisu of trsnsportation—The student is provided room,
board, and/or payment in lieu of transportation between home and school.

.03 Transported, but not at public expense—-The student is transporte 1 between home and school,
but not at public expense, including situations where parents pay th: school or schcol system for
such transportation. This also includes riding in a private vehicle, ricing a motorcyle, and riding
public transportation at the student’s expense.

.04 Not transported—The student is not transported between home and school, nor does the student
receive any payment or service in lieu of transportation. This includes situations where the
student walks or rides a bicycle.

1 Transported between schools—The student is transported between schools for special classes or
other such reasons. |f appropriate, the record may indicate also whether this transportation is
paid for by the student (or his family) or the school.

7 02 00 DISTANCE FROM HOME TO SCHOOL

The distance between the student’s residence and the schooi, measured according to State and/or
local regulations.

7 03 00.00 ELIGIBILITY OF STUDENT FOR TRANSPORTATION AT PUBLIC EXPENSE

The eligibility of the student for transportation between home and school at local public expense
Lecause of distance, handicap, or other reasons. |f the duration of eligibility is limited, this shouid
be indicated.

.10 Eligible—The student is eligible for transportation between home and school at local public
expense because of distance, handicap, or other reason. If appropriate, the reason for eligibility
may be expressed with the use of items 7 03 00.11 to 7 03 00.18.

1 Eligible becauss of distsnce—The student is eligible for transportation because of the distance
between his home and his school.

12 Eligible becauss of handicsp—The student is eligible for transportation because of a sensory,
physical, mental, cr emotional handicap.
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7 TRANSPORTATION-Continued
7 03 00 ELIGIBILITY OF STUDENT FOR TRANSPORTATION AT PUBLIC EXPtNSE—Continued
.13 Eligible becsuse of program for dessgregation or intsgration—The student is eligible for

transportation because of the schooi’s program for achieving racial or cultural integration, oi for
ending previous segregation, wiether locally initiated or court mandated.

.14 Eligible becauss of special insuruction—The student is eligible for transportation to other facilities
to receive specialized instruction, such as vocational training.

.19 Lligible for other reasons—The student is eligibie for transportation because of reasons other than
those included under 7 03 00.11 to 7 03 00.14, e.g., hazardous highway conditions. Any such
reason should be specified. ’

.20 Not eligible —The student is not eligible for transportation between home and school at public
expense.

7 04 00 VEHICLE ON WHICH TRANSPORTED

The ownership and type of vehicle used for the transportation of students.

7 04 01.00 Publicly Owned Vehicle

A vehicie owned by a school district, a municipal unit of government, a State government, or
the Federal Government, which is used for the transportation of students.

.01 Publicly owned schoolbus*?
.02 Other publicly owned vehicle
7 04 02.00 Privately Owned Vehicle .

A vehicle not publicly owned, which is used for the transportation of students.

.05 Privately owned schoolbus®?
.06 Other privatsly ownud vehicle N

7 05 00 DISTANCE TRANSPORTED

The distance the student rides from the bus stop where he is picked up to the school and return,
measured in tenths of a mile.

7 06 00 LENGTH OF TIME TRANSPORTED

The usual time the student spends on the vehicle when riding from his bus stop to the school and
return, measured in minutes.

% in this handbook the designation of schoolbus ownership is based on ownership of the chassis.
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QUALIFICATION FOR STATE TRANSPORTATION AID

The qualification status of the student entitling the local school systerr: to receive State
transportation aid.

Qualifies for regular aid—The local school system is eligible to receive reqular State transportation
aid for this student.

Qualifies for special education 8id—The local school system is eligible to receive State
transportation aid for this student because of handicaps requiring special educacion.

Queglifies for ather gid—The iocal school system is eligible to receive State transportation aid for
reasons other than those in 7 07 00.01 and 7 07 (10.02. Any such reason st.ould be specified.

Does not gualify—The local school system is not eligible to receive transportation aid for this
student.

SCHOOLBUS NUMBER

A number assigned by the school or school system to identify a specific bus.
SCHOOLBUS ROU® . NUMBER

A designation {usually numeric) for the rcute traveled by a given scheolbus in picking up
students before school and delivering them to school or a designated transfer point, or in returning
students after school to a transfer point or bus stops. In some instances, a schoolbus route may be
considered to be subdivided into more than cne run.

SCHOOLBUS RUN NUMBER

The number of a schoolbus run when the schoolbus route is considered to comprise more than
one run.

BUS STOP IDENTIFICATION

A designation {usually numeric) assigned by the school or school system to identify various bus
stops along a schoolbus route.

SPECIAL ASSISTANCE AND TUITION

8 00 00

Information recorded under this heading is administrative in nature and concerns situations in which receipt of
money or other assistance by the school, the school district, the student, or his family is based upon the
characteristics or status of the individual student or his family. Included s information concerning eligibility and

participation in programs for which money is granted by the State and/or Fedaral Government. Such information

should be maintained to whatever limits such recordkeeping is required by law or regulation.

Also included is data about eligibility and participation in special programs supported by such agencies as
foundations and in other special programs authorized by the local board of education to meet the unique needs of
specific classifications of students.
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8 SPECIAL ASSISTANCE AND TUITION—Continued

A record should be maintained listing each program for which the student is eligible to participate and whether
or not he actually participates.

8 01 00 STUDENTS WiITH SPECIAL CHARACTERISTICS

Students who, because of certain atypical characteristics or other considerations, have been
identified by professionally qualified personnel as requiring or qualifying for special educational
planning and services, whether or not such services are available.

The following categories are provided to assist in determining special needs for educational
programs under Federal, State, and local regulations.

8 01 01.00 Spescial Conditions

.01 No specigl characteristic

A1 Partially seeing*® (See 3 21 05.11)

12 Blind** (See 3 21 05.12)

A3 Otherwise visuslly impaired—(See 3 21 05.13; specify impairment)

21 Hard of hearing—(See 3 22 07.21)

.22 Deal—(See 3 22 07.22)

.25 Speech handicapped®® (See 3 23 03.25)

.26 Langusge handicapped®* (See 3 23 02.26)

27 Not fluent with English—(See 1 09 01.27)

.28 Functionally illiterate—(See 1 09 01.28)

31 Orthopedically handicepped (crippled)—-{See 3 28 00.31)

32 Other health impsired—(See 3 28 00.32)

.40 Gifted and talantod—(Sve 4 30 01.4C!

51 Underachievers—(See 4 30 02.51)

.52 Slow lsarners—(See 4 30 03.52)

.61 Educable mentally retarded—(See 4 30 04.61)

.62 Trainable mentally retarded—(See 4 30 04.62)

.63 Severely mentally retarded—(See 4 30 04.63)

¥ Seriously emotionally distrubed—(See 4 30 05.71)

72 Socislly maledjusted—(See 4 30 06.72)

73 Children with specific learning disabilities—~(See 4 30 07.73)

.79 Other behaviorsl and psychological characteristics—(See 4 30 09.80; specify)

.81 American Indisn children—{See 1 04 00.10)

.82 Migratory children of migretory 8griculturs! workers—(See 2 50 00.82)

.83 Students in institutions for delinquent chiloren—(See Glossary definition for institution for
Delinquent Children)

.84 Students in institutions for neglected children—(See Glossary definition for institution for
Neglected Children)

.89 Other culturally different—(See 2 50 00.89; specify)

91 Family ecoiromic nead—(See 2 40 CQ)

.99 Other sperial charscteristics—{Specify)

441n programs of aducation for the handicspped, the partislly seeing end the blind are referred to collectively as the visually
handicapped. _

*%|n programs of education for the hendicapped, the speech hanaicapped and the languege handicapped often are reported collec-
tively as the speech impeired. 11 7
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8 01 02.00 Multiple Conditions
Two or more special characteristics or atypica! conditions present in the same individual.
When needed for summary or reporting purposes, the following categories may be derived from
8 01 01 in the records of individual students and used to indicate totals for a school, school
system, or State.
01 Multihandicapped—Having more than one handicapping condition. This category is used in

reporting about the multihandicapped (other than the deaf-biind! to the U.S. Office of
Education. (See 8 02 00.00, Fuderai Educationai Program Eligibility.)

.02 Deaf-blind—-Having both auditory and visual impairments (see 3 22 07 and 3 21 05), the
combination of which causes such severe communications and other developmental and
educational problems that the individual cannot properly be accommodsated in special
education programs designed solely for the hearing handicapped person or for the visually
handicapped person.

.03 Retarded-blind—-Having both mental retardation (see 4 30 04) and a visual impairment (see
3 21 05), the combination of which causes such severe communications and other
developmental and education | problems that the individuai cannot properly be accommods:
ted in special educational programs designed solely for the mentslly retarded person or the
visualiy handicapped person.

.06 Retarded-deaf—MHaving both mental retardation {see 4 30 04) and an auditory impairment
(see 3 22 Q7), the combinat'zn of which causes such severe communications and other
mental and educational problems that the individual cannot properly be accommodated in
special education programs designed solely for the mentally retarded person or for the deaf
person.

.05 Re arded-orthopedic—Having both mental retardation (see 4 30 04) and an orthopedic
handicap (see 3 28 00.31), the combination of which causss such severe communications
and other mentsal and educational problems that the individual cannot properly be
accommodated in special education programs designed solely for the mentally retarded
person or for the orthopedicaily handicapped person.

.06 Seriously emotionslly disturbed-other special condition—Having severe emotional disturb-
ance (see 4 30 05.71) and aiso being identified as mentally retarded (see 4 30 04) or
visually, auditorily, or orthopedically handicapped (see 3 21 05, 3 22 07, and
3 28 00.31). )

99 Other multiple conditions—A combination of two or more exceptional conditions other than
those initems 8 01 02.02to 8 01 02.06 listed above. Any such combination of conditions
should be specified.

8 02 00.00 FEDERAL EDUCATIONAL PROGRAM ELIGIBILITY

The eligibility of the student to participata in specific educational programs for which Federal
funds are available, AND, the eligibility of the school system to receive Federal funds, based on
characteristics and/or status of its students. This includes programs for handicapped students, for
veterans and their dependents, for American Indisn students, for migratory children of migratory

118




108

STUGENT/PUPIL ACCOUNTING

8 SPECIAL ASSISTANCE AND TUITION—Continued

8 02 00

01
.02

8 03 90.00

01
.02

FEDERAL EDUCATIONAL PROGRAM ELIGIBILITY~Continued

agricultural workers, and for students preparing to enter the work force in given occupations or
occupational clusters. Also included is information necessary to establish the eligibility of the locai
school district to receive Federal assistance for federally atfected areas under Pubiic Laws 874 and
815, e.g., the number of students residing on Federal property, the number whose parents work on
Federal property, and the number whose parents are employed in Federal activities, usually on a
Federal contract in a private plant.

Federal legisiation usvally is designed to meet specific needs of identifiable groups or to alleviate
social, economic, physical, or human problems on a large scale. Thus, eligibility characteristics are
generally described in broad terms in the enabling legislation. Eligibility requirements may be based
upon such diverse factors as income level, educational achievement, veteran’s status,*® obsolescent
occupation, and handicaps of individuals within an identifiable population or a carefully drawn
geographic or political subdivision.

For purposes of reporting on handicapped students to the U.S. Office of Education, students
generally should he identified first according to their major handicep. However, students with both
auditory and visual handicaps should be specially identified (see item 8 01 02.02). Others with
multiple handicaps should be identified according to their major handicap'’ and with the
designation “multihandicapped,’ as indicated in 8 01 02.01.

Eligibility requirements are always subject to audit. Therefore records of program participants
should be carefully kept in a format readily verifying eligibiiity requirements and on characteristics
specified in the legislation,

Frequently, Federal funds are made available only for the purpose of supplementing or
stimulating local effort. In this case, utilization of Federal funds to replace local effort is expressly
prohibited, and willingness to provide a local share frequently is a condition of eligibility.

Eligible—(Specify each program)
Participating—(Specify each program)

STATE EDUCATIONAL PROGRAM ELIGIBILITY

Eligibility of the student to participate in specific educational programs for which State funds are
available, AND, the 2ligibility of the school system to receive State funds, based on characteristics
and/or status of its students.

State legislation for programs to meet or alleviate needs of identifiable population groups usual'y
describes eligibility requirements and/or characteristics of the target popuiation in fairly broad
terms. Legislation normally is followed closely by publication of rules and regu'ations promulgated
by the appropriate agency at the State level. That ag-ncy generally will be responsible for
implementing the legislation and providing whatever tect.nical assistance is required. The State
department of education usually can provide a list of the authorized programs of the State.

Some items concerning State transportation aid are included under 7 07 00 on page 105.

Eligible—(Specify each program)
Participating—(Specify each program)

46Sce1 11 00, Veteran Benefit Status, and refer to the glossary definitions of Veteran, Veterans' Educational Assistance Program,
Veterans' Vocational Rehabilitation Program, and Veterans’ Dependants’ Educational Assistance Program.

47 2¢ of December 1974, reports to the OE Bureau of Educstion for the Handicapped include the following categories: the
trainable mentatly retarded, educable mentally retarded, learning disabled, seriously emotionally disturbed, other haalth impaired,
crippled (orthopedically handicapped}, visually hardicapped, deaf-blind, deaf, hard of hesaring, speech impeired, snd severely
handicapped. See the Glossary for definstion of »Handicapped Children’” and “Severly Handicapped.”
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8 04 00.00 OTHER SPECIAL EDUCATIONAL PROGRAM ELIGIBILITY

.01
.02

8 05 00

8 06 00

8 06 01

8 06 02.60

01

.02

.03

8 06 03.00

Eligibility of the student for any special program not identified under 8 02 00 or 8 03 00.
Such a program might be sponsored by a foundation or civic group, or might be supported by
restricted funds authorized and allocated by the local Board of Education.

Eligible~(Specify each program)
Participating—(Specify each program)

WELFARE ELIGIBILITY

Eligibility of the individual to receive welfare. As used here, the term “‘welfare” is intended to
mean the system for providing goods and/or services to financially indigent or physically
incapacitated persons or their families for the purpose of sustaining @ minimal life styie for an
indeterminate period. Eligibility requirements are established by law or ordinance at the funding
source which may be either local, State, or Federal. /f detsils of oligibility data are required, it is
recommended that separate records be maintsined and nnt made @ part of the student’s cumulatve
record (see text and figure l1b on pages 10 and 11).

TUITION AND FEE INFORMATION

Information of an administrative nature, concerning situations in which the receipt of money for
tuition and/or fees is based upon the characteristics or status of individual students.

Tuition Requiresment

Any factor regulated by local, State, or Federal authorities in determining whether or rot
tution is to be paid for given students, e.g., residency status as included in item 2 60 40 ¢ : page 42.

Tuition Status

Information indicating the extent of tuition pasyment for the student, regardless of his
residency status.

Nontuition student—A student—usually a resident of the geographic area served by a
specified school, school system, or institution—for whom no tuition is paid.

Full-tuition student—A student—usually a nonresident of the geographic area served by a
specified school, school system, or institution—for whom the maximum allowable tuition is
paid.

Pariisl-tuition student—-A student for whom tuition is paid, but less than the maximum
amount.

Tuition Paid By

The source of the student’s tuition payment.

Another school district within the intermediste sdministrative unit

Another school distric t within the State {outside the intermediate administrative unit)
A school district outside the State’ o

A State agency

A Federsl agency
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8 SPECIAL ASSISTANCE AND TUITION—Continued

8 06 00 TUITION AND FEE INFOCRMATION~Continued

8 06 03 Tuition Paid by—Ceontinued

.08 The student or his family

.99 Other source of psyment (Specify)
8 06 04 Fees Paid By

The source of fee payments for the student. The items under 8 06 03 may be used for
indicating this source.
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Chapter V
GLOSSARY

This chapter conta2ins definitions of terms used
in this handbook but not defined in chapter | or
IV, and such additional terms as seem necessary
to common understanding concerning procedures
for maintaining records and making reports about
students.

1.

This glossary is arranged atphabeticaily and includes
a limited amount of cross-referencing. Where cross-
reference is made to another term in the glossary, no
page number is given; however, a page number is
included where reference is made to a term in another
partion of the handbook. Multiworded terms are not
inverted; groups of terms having common words may
be located by using the index.

Many of the definitions of this glossary have been
taken directly from the previous handbooks of the
State Educational Records and Reports Series: Hand-
books ', 12, 113, IVY, V5, VI® and VII7. The
respective handbooks from which definitions have been
taken are indicated by the Roman numeral designation

'Paul L. Reason, Emery M. Foster, and Robart F. Will, The
Common Cora of Stete Educational Information. Washington:
U.S. Government {rinting Office, 1953. U.S. Department of
Health, Educestion, and Welfare, Of ;e of Education, State
Educational Records and Reports Series: Handbook |, Bulletin
1963, No. 8.

3paul L. Resson and Alpheus L. White, Finencial Ac-
counting for Local and State Schoul Systems: Stendsrd
Receipt and Expenditure Accounts, Washingtor.: U.S. Gov-
ernment Printing Office, 18957, US. Department of
‘{ecith, Education, and Weltare, Otfice of Educstion, Suate
Educational Records end Reports Series: Handbook 1!, Bul-
letin 19567, No. 4.

‘Paul L. Reason and George G. Tankard, Jr., Property
Accounting ror Local and State School Systems. Washington:
U.S. Government Printing Office, 1969. U.S. Department of
Health, Educstion, and Welfare, Otfice of Educstion, State
Educational Records and Rsports Series. Handbook i1,
Bulietin 1859, No. 22.

*Allan F. Lichtenberger and Richard ). Penrod, Staff Ac-
counting for Locel end State School Systems. Washington:
U.S. Government Printing Oftice, 1965. U.S. Depsrtment of
Heaith, Education, and Welfare, Office of Education, State
Educational Records end Reports Series: Hendbook 1V,
Bulletin 18656, No. 18.

$John F. Putnam and George G. Tankard, Jr., Pupil Ac-
counting for Local and Stete School Systems. Washington:
U.S. Government Printing Office, 1964. U.S. Department of

The chapter is divided into two cections, with defini-
tions of seiected student-related terms beginning on page
112 and definitions of selected medical terms beginning
on page 129, Terms defined elsewhere in this handbook
may be located through the use of the index or
through the classifications of chapter Il or IV.

GLOSSARY OF SELECTED STUDENT-RELATED TERMS

of the handbook. The revisions of Handbooks Il (in
1973) and 1V (in 1974) carry the designaticns “lIR""®
and "IVR."?

A comma separates handbook numbers when there
was no change in the definition from one cited
handbonk to the next; a hyphen () is used to separete
handbook numbers when there was @ change in the
definition. The letter “M’° follows the last cited
handbook number when the definition was maodified
for use in this handbook (i.e., revised Handbook V).
The single exception to this practice occurs when the
word “pupil’ has been changed to ‘‘student’’ for use in
this hendbook. In this case, the definition is considered
to be unchanged and the letter “M*’ is not used.

Hesith, Educstion, and Woelfsre, Office of Education, State
Educsations! Records and Reports Series: Hendbook V, Bul-
letin 1964, No. 39,

¢lohn F. Putnam and W. Dals Chismore, Standard Termi-
nology for Curriculum and instruction in Locs! snd State
School Systems, Washington: U.S. Government Printing Office,
1970. U.S. Departmant of Health, Education, snd Weifare,
Office of Education, State Educstional Records and Reports
Saries: Handbook VI. Bulletin OE 23052,

7Yeuell Y. Harris and Ivan N. Ssibert, The State Educstion
Agency, Washington: U.S. Governmant Printing Office, 1971.
U.S. Department of Heaslth, Education, and Welfare, Otfice of
Education, State Educational Records and Reports Series:
Handbook VI, Bulletin OE 23054,

SCharles T. Roberts and Allan R. Lichtenberger, Financial
Accounting: Classitications end Standard Terminology for
Locs! and State School Systems. Washington: U.S. Govern-
mant Printing Office, 1873. U.S. Departmgnt of Heaith,
Education, and Woelfare, Office of Education, Stste Educs-
tional Records and Reports Series: Handbook 1l, Revised,
Bulletin OE 73-11800.

*Charles T. Roberts, Staff Accounting for Locsl and Stats
Schoo! Systems: Standard Terminology, Classifications, Op-
erating Procedures snd Reporting. Washington: U.S. Govern-
mant Printing Office, 1974, U.S. Department of Haglth,
Education, and Welfare, Office of Educaticn, State Educa-
tional Records and Reports Series: Handbook 1V, Revised,
Bulietin OE-74-314.
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Absence—Nonatiendance of a student on a day or half
day when school is in ssssion. This frequently is
counted to the nearest half ~ay or half session. (VM)
See also Day of Absence and Sassion.

Academic Year—S2e Regular Schol Term.

Accounting—The procedure of .iaintaining systematic
records of happenings, o rurrences, and events
relating to persons, objects, or money and sutm-
marizing, analyzing, and interpreting the resuits of
such records. (‘V-Vil, IIR, IVR)

ADA-A term referring to average daily attendance.
{V) See a/so Avacage Daily Actendance.

ADM-A term referring to average daily membership.
(V) See a/so Average Daily Membership.

Administrative Staff Members Per 1,000 Students in
Aversge Daily Memberthip—~The number repre-
senting the total full-time equivalenc, of principal
assignments,’® assistant principal assignments, '
central administrative staff assignments'® (including
srea administrators and their staffs), and assign-
ments for supe'vising, managing, and directing
academic departments'® in the schools during a
given perioa of time, muitiplied by 1,000 and
divided by the average daily membership of students
during this period.

Administrative Urnit—A geographic area which, for
specified public school purposes, is under the control
of a board of educatiun and the supervision of one or
more administrative officers. (I, IV, V-VI, V)

Adult Education—Instruction designed to meet the
unique needs of adults and youth who are bavond
the age of compulsory school attendance. This may
be provided by a school system, college, or other
agency or institution (including a technical institute
or area vocational school) through activities and
media such as formal classes, correspondence study,
radio, television, lectures, concerts, demonstrations,
and counsaling. {(iV-V-VI-VIiM)

Adult School—A separately organized school providing
instruction for adults and youth beyond the age of
compuisory school attendance. (V-VI)

Age as of September 1—As used in studeni records,
oge at last birthday on or prior to September 1. Age
may be recorded and reported by years, i.e., an
official school age reported as 8 years means that
the child has reached his eighth birthday on or prior

1%See Handbook 1V (Revisad) for definitions of verious staff

ssignments,
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to September 1, but has not reached his ninth
birthday. Age also may be recorded and reported by
years and months, as of September 1, or by birth
date. Age may be verified by a document such asa
birth certificate, parent’s affidavit, «ospital certifi-
cate, age certificate, entry in family Bible, baptismal
certificate, passport, and previously veritied school
record. (i-VM)

Age-Grade Distribution—The number or percentage of
students of each age in each grade, usually presented
in an age-grade distribution table. (V;

Aggeegate Days Absence—The sum of the days of
ebsance of ali students when school is in session
during a given reporting period. Only davs on which
the studants are under the guidance and direction of
teachers should be considered as days in session.
{(I-V) Sse al/so Day in Session, page 82.

Aggregate Days Attendance--The sum of the days
present (actually attended) of ail students when
school is in session during a given reporting period.
Only days on which the studonts are under the
guidance snd direction of teachers should bs con-
sidered as days in session. (i, 1i, IV, V, Vii, lIR,
IVR) See also Day in Session on page 82 and Day of
Attendance, page 83.

Aggregate Days Membership—The sum of the days
Jresant and absent of ail stulants when school is in
session during a given reporting period. Only days
on which the students are under the guidanc: . +J
direction of teachers should be considered as days in
session. (I, 11-1V, V, lIR, IVR) See a/so Day in
Session on page B2 ana Membarship, pages 81 and
82.

Agricultural Activities—As defined for Federal com-
pensatory education programs, a sequence of activi-
ties ranging from soil preparation through and
including the storage, canning, or freezing of culti-
vated crops, and activities on farms and ranches
related to producing and procsssing milk, poultry,
livestock, and fish. Operations involved in forest
nurseries and fish farms are considered to be
agricultural activities. The cutting, transportation,
and sawing of timber are not considered agricultural
activities, nor are the catching and processing of fish
from streams and the ocean.

Aleut—A member of a cultural group of Orientsl
origins living primarily in the Aleutian Istands and
part of the Alaska peninsula.

Anecdotal Record—Notes describing exactly what a
student said or did in specific situations, When ac-

123 cumulated, anecdotal records may yield a picture of
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the st "ant’s developing behavior patterns, interests,
attitudes, strengths, and problems.

Annusl Current Expenditures Per Student In ADA-
The annual current expenditures divided by the
average .aily attendance for the year. (VM) See also
Current Expenditures and Current Expenditures Per
Student.

Annual Current Expenditures Per Student In ADM-
The annual current expenditures divided by the
average caily membership for the year. (VM) See
also Current Expendituras and Current Expendi-
tures Per Studant,

Annu=l Withdrswal Rate—-The total number of times
students withdraw from school during a given regular
school term, divided by the number of different
students in active membership status during the term,
expressed as a percentage. (V) See also Active
Meambership Status in footrnsie on page 68.

Apprentice-A worker who is learning a recognized
occupat'en in accordance with a written appren-
tice-training contract between him and his employer
or empioyers which provides for a given perind of
planned work experience through empluymient on
the jobh, supplemented by appropriate related in-
struction, and with other specified provisions of the
arrangement. (V1)

Area Vocationsl School—A public school which has
been approved by the State board for vocatiunal
education to provide instruction in the occupations
(other than professional occupaticns) to residents of
the State, a county, a major city, or another
designated geographic area usually larger than one
local basic administrative unit. (IV, V-VI)

Associste in Applied Sc.ence Degree—A degree com-
monly conferred upon the successful completion of
a 2-year postsecondary progiam of studies com-
posed of genaral education, electives, and a major
concentration in a chosen technical, semiprofes-
sional, or professional area of study.

Associate in Arts Degree—A degree commonly con-
ferred upon tho successful completion of a 2-year
postsecondary program of studies composed essent:-
ally of courses in the liberal arts.

Associats in Science Degree—~A degree commoniy
conferred upon the successful completion of a
2-year postsecondary program of studies composed
of courses in the liberal arts and sciences.

Attendance Area—The geographic area wherein reside
the students normally served by a particulsr school.

Attendance Center—The location where students re-
siding in a given geographic area attend school. (VII)

Attendance Register—A record containing information
such as {a) the names of students who have entered or
are expected to enter a class or school; (b) identifica-
tion information about each stucdent such as sex,
date of birth, and address; and (c) information
concerning his entry or reentry, membership, at-
tendance, absence, tardiness, and withdrawal. (VM)

Atypical Characteristic~A characteristic of an indi-
vidual in a given chronological age group which is
markedly different from that of the mean. (V, VI)
See also Exceptional Children.

Atypical Cordition~A condition of an individual in a
given chronological age group which is markedly dif-
ferent from that of the mean. An individual having an
atypical condition may reveal one or more atypical
characteristics which enabl: an identification of the

condition. (V) See also Atypical Characteristic.
Average Age of Students—The total of the ages

{expressad in years and months) of the students of a
given group divided by the number of students in
the group. (V)

Average Class Size—The total membership of classes of
a given type, as of a given date, divided by the
numbar of such classes. (V)

Average Daily Absence—The aggregate days absence of
a given school during a given reporting period
divided by the number of days scivool is in session
during this period. Only aays on which the students
are under the guidance and direction of teachers
should be considered as days in session. The average
daily absence for groups of schools having varying
lengths of terms is the sum of the average daily
absences obtained for the individual schools. (V)
See also Aggrogate Days Absence, Day in Session on
page 82, and Day of Absence.

Average Daily Attendance (ADA)—The aggregate days
attendance of a given schocl during a given reporting
period divided by the number of days school is in ses-
sion during this period. Only days on which the stu-
dents are unrler the guidance and uuection of teachers
should be considered as days in session. The reporting
period is generally a given regular school term. The
average daily attendance for groups of schools having
varying lengths of terms is the sum of the average
daily attendances obtained for the individual schools.
For purposes of obtaining statistical comparability
only, student-staff ratics involving kindergarten and
prekindergarten students attending a half-day session
are computed as though these students are in atten-
dance for a half day. The average da‘ly attendance of
childrer and youth residing in institutions for neg-
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lected or delinguent children or in aduit correctional
institutions should be reported according to provi-
sions of the appiicable legisiation. (i, i1, l1{-1V, V, VI-
Vil-HR, IVRM)

Average Daily Mambership (ADM)-The aggregate days
membership of agiven school during a given reporting
period divided by the number of days school is in ses-
sion during this period. Only days on which the stu-
dents are under the guidance and direction of teachers
should be considered as days in session. The reporting
period is generally a given reguiar school term. The
average daily membership for groups of schools
having varying lengths of terms is the sum of the aver-
age daily memberships obtained for the individual
schaols. For purposes of obtaining statistical compa-
rability only, student-staff ratios involving kinder-
garten ard prekindergarten students attending a half-
day session are computed as though these students are
in membership for a half day. (i, 11, ili-1V-V, Vi, ViI-
IIR, IVRM)

Average Daily Membership of Students Transported—
The aggregate days membership during a given
reporting period of students transported to and
from school divided by the number of days schoo! is
in session during this period.

Average Daily Number of Students Participating in
National School Lunch and/or Breakfast Programs—
The total number of servings per month for ele-
mentary and secondary school students in national
lunch and/or breakfast programs, divided by the
number of days the meal i« served.

Average Membership Per School—The total riember-
ship of schools in a reporting unit, as of a given
date, divided by the number of schools in the unit.
(V,vh

Avezage Number of Children Per Attendance Area—The
total numbe: of children of school age inan adminis-
trative unit divided by the number of attendance
areas within the administrative unit. (V, VI)

Average Number of Children Per School District—~The
total number of children (f «chool age in a given
State (or intermediate unit) aivided by the number
of local basic administrative units within the State
(or intermediate unit). (V, V!)

Aversge Number of Students Transported—The aggre-
gate number of days individual students are trans-
ported between home and school during a given
reporting period divided by the number of days
transportation is provided.

Aversge Transportation Cost Per Student Trans-
ported—The annual current expenditures for

student transportstion divided by the average daily
membership of students transportad. (V)

Behavior Paitern—A special grouping or mosaic of
responsas of a student that, in the judgment of a
trained observer, possesses some intrinsic unity. The
responses obtained are considered to result from
inner psychological needs; as such they are more or
less automatic, with the student having little control
over them.

Board of Education—The elected or appointei body
which has been vested with responsibilities for
authorizing, financing, and evalusting the educa-
tional activitiss in a given school system, school, or
geographic area. Such badies sometimes are known
by terms such as schooi boards, governing boards,
boards of directors, school committsees, and schooi
trustees. This definition relates to the general term
and encompasses the boards of both public and
nonpublic institutions and school systems. (VIM)
See g/so Public Board of Education.

Boarding School—Sse Residentisl School.

Bonus Points—As used in this handbook, additional
mark points awarded students in secondary schools
and junior colleges for performance in school work of
unusual difficulty, e.g., for advanced courses. This
does not refer to a system of rewards or “tokens”
somatimes used as a teaching technique.

Cc

Csse Load-The number of students for whom a
professional staff member is responsible for pro-
viding special educational services.

Certificate of Completion—A document certifying the
satisfactory completion of a course or a program of
studies. This document frequently is awarded for
courses for which credit toward graduation is not
granted. This document sometimes is referred to as
a “cartificate of training.” (V, V1)

Certificste of High School Equivalency—A formal
document issued by a State department of educa-
tion or other authorized agency certifying that an
individual has met the State requirements for high
school graduation by attaining satisfactory scores on
the Tests of General Educational Development or
another State-specified examination. Certificates of
kigh school equivalency are official documents that
frequently are accepted by employers, post-
secundary educstional institutions, and others in the

1 ﬁg manner as high school diplomas. (V, Vi, VIDI4)
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See aiso High School Equivalency Exsmination and
Tests of General Educational Development (GED).

Church-Related School—A schoo! associated with a
religious or church organization.

Class—A group of students assigned to one or more
teachers or other staff members for a given period
of time for instruction or other activity in a
situation where the teacher(s) and the students are
in the presence of each other. (1, lii-IV, V, VI)

Class Period—The portion of the daily session set aside
for instruction in classes, when most classes meet
for a single such unit of time. {V-Vi)

Class Size—The membership of a class as of a given
date.

Clock-Hour—As used in this handbook, abaut 60
minutes of classwork or instruction. This may
include time for passing from one class to another.
(IVM)

Cocurricular Activities—Activities, under the sponsor-
ship or direction of the school, of the type for
which participation generally is not required and
credit generally is not awarded. (VI, ViI-IIR, IVRM)

Coding—-Distinguishing among items and categories of
information by assigning numbers or other symbalic
designations so that the items and categories are
readily identifiable. (il, HI-IV, V-Vi1, IIR)

Community School—An elementary, secondary, and/or
adult/continuing education organizational arrange-
ment (or institution), operated by a local board of
public education, in which instruction and other
activities are intended to be ralevant and applicable
to the needs of all or most segments of the total
population of the community served.

Community Service. Education—A term frequently
used synonyr.oysly with the term ‘’Adult/Con-
tinuing Education.” This term refiects the efforts of
community colleges and other institutions or agen-
cies to extend their resources (e.g., facilities, person-
nel, and expertise) into the community through
programs of noncredit, educational, avocational, or
recreational courses, seminars, conferences, work-
shops, and other events utilizing any applicable
facility or locale.

Comprehensive High Schooi—A secondary school with
a number of depart “ents (eg., academic, industrial,
business, and vocaiw.unal) offering a diversified pro-
gram to meet the needs of students with varying
interests and abilities. (IV, V, VI, VII)

Compulsory School Attendance—The practice of re-
quiring school attendance by law. (V)

Compulsory School Attsndance Agé—The age span

during which a child is required by law to attend
school. (V)

Confidential Reports from Qutside Agencies—As usedin
this handbock, confidential informaticn from the
records of cooperating agencies and individuals such
as hospituls, child welfare agencies, and the juvenile
court; or correction officers and private practioners.
Any such reports should be accepted only with the
mutual understanding that they will not be incorpo-
rated into cumulative records or special studentserv-
ices records, they will be under the direct supervision
of qualified schooi personnel, and they will be made
available on request to students or their parents. See
a/so Cumulative Studsnt Record and Special Stu-
dent Service Record.

Continuous School Census—An individual record of
every resident child from birth to 21 years of age, or
within some other age limits, which is checked regu-
larly with all sources of information available to the
school so as to pravide an accurate current list of all
children residing in a given administrative unit. (V)

Cooperative Education—~A combination program of
study and practice—conducted on sn siternating
schedule of half days, weeks, or other periods of
time—providing legal emptoyment for students with
organized on-the-job training and correlated school
instruction. (V1)

Corrective Institution—An institution to which chil-
dren and/or youth are committed for the correction
of inappropriate patterns of sacial behavior. (V) See
also Institution for Delinguent Children.

Cost Per Student—Current axpenditures for a given
period of time and/or for given programs, divided
by an appropriate student unit of measure such as
average daily attendance, or students in average
daily membership. See a/so Current Expenditurss,
Annusl Current Expenditures Per Student in ADA,
Annusl Current Expenditures Per Student in ADM,
Current Expenditures Per Student, Current Expen-
ditures Per Student Per Day (ADA), and Current
Expenditures Per Student Per Day (ADM).

Counselors Per 1,000 Students in Average Daily At-
tendance—The number representing the total fuli-
time equivalency of counselor assignments"’ in a
school or school system during a given period of
time, multiplied by 1,000 and divided by the
average daily attendance of students during this
period.

1gee Handbook IV (Reviset} for definitions of various steff
assignments.
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Counsslors Per 1,000 Students in Average Daily Mem-
bership—The number representing the total full-time
equivalency of counselor assignments'® in a school
or school system during a given period of time,
multiplied by 1,000 and divided by the average
daily membership of students during this period.

Credit Course—A course for which students reccive
credit applicable toward graduation or completion
of a program of studies. (V)

Crosswalk—Iin data processing, a procedure by which
codes used for data in one data base are translated
into the codes of another data base making it
possible to relaie information between or among
data bases.

Cumulative Student Record—A continuous and current
record of significant, factual information regarding
the progress and growth of an individual student as
he goes through school, generaliy including personal
identifying data; selected family data; sele -ted physi-
cal, health, and sensory data; standardized test data;
membership and attendance data; and schoo! perfor-
mance data. {(The cumulative student record should
be maintained separately from special student services
records and confidential reports from outside agen-
cies.) (VM) See also Student Record, Permanent
Student Record, Speciai Student Services Records
and Confidential Reports from Qutside Agencies.

Current Expanditures—The total charges incurred for
the benefit of the current fiscal year, except for
capital outlay and debt service. If accounts are kept
on the accrual basis, current expenditures include
total charges incurred, whether paid or unpaid. If
accounts are kept on the cash basis, current expen-
ditures include only actual disbursements.
(1H-11-VI-HiRM)

Current Expenditures Per Student—Current expendi-
tures for a given period of time divided by 2 student
unit of measure. The term includes all charges,
except for capital outlay and debt service, for
specified school systems, schools, and/or program
areas, divided by the average daily membership or
average daily attendance for the schoo! systems,
schools, and program areas involved. (il, V-VI, IIR,
{VRM) See a/so Current Expendite:_as.

Current Expenditures Per Student Per Day (ADA)-
The current expenditures per student in average
daily attendance during a given school term, divided
by the number of days school was in sessicn during
this tarm. (V, VIM)

19See Handbock IV (Revised) for definiticns of various staff
assignments.

Current Expenditures Per Student Per Day (ADM)-—
The current expenditures per student in average
daily membership during a given school term,
divided by the number of days school was in session
during this term. (V, VIM)

Current Expenditures Per Student Per Hour Course
Meets (Aduit/Continuing Education)—Current ex-
penditures for aduli/continuing education {(for a
given period of time) divided by aggregated stu-
dent hours. The term aggregatsd student hours
refers to the total hours, for ali courses, or to the
enroliment for each course times the number of
hours the course meets. (NOTE: This item may be
used in any situation where there is a significant
proportion of parttime students.) (VIM) See also
Current Expenditures.

Curtailed Session—A school session with iess than the
number of hours of instruction racommerded by
the State education agency. (V, Vi)

D

Daily Session—See Sassion.

Day of Abssnce—A schoolday during which a student
is in membership but not in attendance (i.e.,
nonattendance of & studant on a day when school is
in session), (V) See a/s> Absence.

Day Schooi—A school attended by students during a
part of the day, as distinguished from ¢ residential
school where students are boarded and lodged as
well as taught. (V, VI)

Delinquent Behavior—Behavior of a juvenile which is
habitually wayward, disobedient, truant, or of such
a nature as to impair or endanger the morals or
health of self or others. If a juvenile violates a law or
ordinance and is convicted in a court of law as a
juvenile, he sometimes is considered a juvenile
delinquent, depending on the severity of the viola-
tion, for repeated convictions of lesser offenses, he
usually is considered a juvenile delinquent. Some
jurisdictions use a term other than “conviction” in
juvenile cases. (V, Vi)

Demotion—A change of a student’s grade placement
from a higher to a lower grade; the opposite of
promotion. See a/so Promotion, (V)

Department of Defense Overseas Dependents School—
An elementary or secondary school operated for
dependeritc of active duty military and civilian
personnel of the U.S. Department of Defense who

ieza?‘oned overseas.
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Disadvantaged Persons—Uniess defined differently for

specific educational pragrams (e.g. vocational
education, consumer, and homemaking programs),
persons who have academic, socioeconomic, cul-
tural, or other handicaps that prevant them from
succeeding in educational programs designed for
persons without such handicaps;” and who, for
that reason, require specially designed educational
programs and related services. The term includes
persons whose needs for such programs or serv-
ices result from poverty, neglect, delinguency,
or cultural, racial, or linguistic isolation from
the community at large. The term does not in-
clude physically or mentally handicapped
persons except where such persons also areé sub-
ject to the other handicaps and conditions re-
ferred to in this paragraph. See afso Handi-
capped Children.

Dropout—-A student who leaves a school, for any

reason except death, before graduation or com-
pletion of a program of studies and without
transferring to another school. The term ‘‘dropout”
is usad most often to designzte an elementary or
sacondary school student who has been in member-
ship during the reguiar school term and who

_withdraws from membership before graduating

from secondary school (grade 12) or before
completing an equivalent program of studies.
Such an individual is considered a dropout
whether his dropping out occurs during or between
regular school terms, whether his dropping out
occurs before ar after he has passed the compuisory
school attendance age, and, where applicable,
whether or nat he has completed a minimum
raquired amourt of school work. In this handbook,
the term “‘dropout” is used synonmously with the
term “discontinuer.”” See a/so Discontinuance of
Schooling, page 86. (V)

Dual Enrollment—An arrangement whereby a student

regularly and concurrently attends two schools
which share direction and control of his studies. For
example, the student attends a public school part-
time end nonpublic school part-time, pursuing part
of his elementary or secondary studies under the
direction and contiol of the public school and the
remaining part under the direction and control of
the nonpublic school; or, he attends a public
sacondary school part-time and an area vocatioral
school part-time with the direction and control of
his studies similarly shared by the two institutions.
{(vi, Vil) <

s
] L.

E

Educationally Dogrived Qi ildrsn—-As defined for

Federal compe:satnry edy:ation programs, thase
chiidren who have need fo' specific assistance it
arder that their levsi of aduc 'tionai attainment mav
be raisad to that a~proc.ate for children of their
age. The term includes chilcren who are handi-
capped or whase needs fce such spocial educatiohal
assistance result from povesty, negiect, delinquency,
or cultural or linguistic isolation from he com-
munity at large.

Employment Permit—A type of legal cartificate sone-

times called a "‘work permit,” authoriz’ag vyouths o
engage in certain types of work b rore ti. ¢ have
reached the age of unrestricted empioynust, (V)

English (Socio-Cultural Dialect)—A variatic. ¢ the

English language spoken in the Unite‘ 2 .¢s by
many members of a distinct socio<caltu. - Jroup,
such as Afro-Americans, Chicanos, P.=v.¢ dicans,
and Appalachian mountaingers. Such 3"t lans of
English—generally denoted as nonstaintsrd--differ
from regional standard variations ‘and from each
other) in regard to grammar as well s pronunciation
and idiomatic usage.

English (Stundar¢ American)~The English iapguage as

spoken in such mainstream institutions of the
United States as governmental bodies, schools,
churches, and communications media. While there
are regional variations of standard American English
(e.g., Southern standard and New England stand-
ard), the grammar of these regional variations is
similar, and the differences betwesn them are
predominantly those of pronunciation and idio-
matic usage.

Eskimo—~A member of a cultural group of Oriental

arigins living primarily in Greenland, northern
Canada, Alaska, and the northeastern tip of Asia.

Estimated Number of Students in a Specifiad Partici-

pating School Who are Eligibie for Fres or Re-
duced-Price Type A Lunches Under the Approved
Eligibility Standards for Such Lunches—(As ie-
quired under Section 11 of the National School
Lunch Act of 1846, as amended, this number is
reported semiannually, based on October and March
data.)

Exceptional Chi:dren-Children who, because of certain

atypical characteris:ics, have been identified by
professionally qualified personnel as requiring
special educational planning and services, whether

128 not such services are available. In general, the
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term “‘exceptionc! children” corsiders exceptional-
ity on the basis of (a) physical, health, or sensory
handicap, (b) emotional handicap or behavioral
problem, and (c) observable exceptionality in
menta! ability, i.e., mentally gifted and mentally
retarded. Some exceptional children have more than
one rype of exceptionality. (I, 11i-V-Vi, IVRM)

Exceptionality—A physical, health, sensory, mental,
psychological, or proficiency characteristic by which
qualified professional personnel identify individuals
as differing significantly from others in their age
group. (V, Vi, IVRM)

Excess Membership in Public Schools—Membership in
excess of the normal student capacity of accessible
publicly owned school plants in use. This includes
any public school students housed in nonpubiicly-
owned guarters or makeshift or improvised facilities
as well as those who are in excess of the normal
capacity in permanent publicly owned school
plants. {i-V, Vi)

Expulsion—The action, taken by schooi authorities,
compelling a student to withdraw from school for
reasons such as extreme misbehavior, incorrigibility,
or unsatisfactory achievement or progress in school
work. (VM) See a/so Suspension.

Extraciass Activitiss—A term used synonymousiy with
the term ‘“‘cocurricular activities.”” See Cocurricular
Activities.

F

Fee—A payment, charge, or compensation for services
(other than iustruction), for privileges, or for the
use of equipment, books, or other goods. (VI, Vi)

Field Size—In data processing, the units of space
allowed in a disk, drum, tape, tabulating card, or
other device used to record data for a particular
item of information,

First-Professional Degrese—A degree that signifies com-
pletion of the academic requirements for beginning
practice in a given profession, and is based on a
program requiring at least 2 years of college work
prior to entrance and a total of at least 6 academic
years of college work to complete the degree
program, including both prior-required college work
and the professional program itself. First-profes-
sional degrees are awarded in fields such as dentistry
(D.D.S. or D.M.D.), medicine (M.D.), optometry
(0.D.), osteopathic medicine (D.0.), podiatry
(Pod.D. or D.P.) or podiat.ic medicine (D.P.M.),

vetarinary medicine {D.V.M.), generai law (LL.B. or
J.D.), and general theological professions (B.D.,
M.Div., Rabbi, or other first-professional degree).

Former Migratory Child—As defined for Federal com-
pensatory education programs, a child who, with
the concurrence of his parents, is deemed to be a
migratory child on the basis that he has been an
interstate or intrastate migratory child but has
ceased to migrate within the last five years and
currently resides in an area where intarstate and/or
intrastate migratory children will be served. See also
interstate Migratory Chiid and intrastate Migratory
Child.

Foster iHome—A family home, other than the home of
a natural parent, into which a child is placed for
rearing without adoption. (V)

Freshman—Iin coilege, a student who has earned less
than the required number of credit hours for
completion of the first year of study. The term also
is used frequently in referring to a high school
student in grade 9,

Fuill Day of Attendance—Attendance during a coin-
plete full-day school session or approved curtailed
session. Attendance at a State-approved half-day
session for kindergarten or prekindergarten also
should be counted as a full day of attendance. An
excused absence should not be counted as a day of
attendance. (VM) See a/so Session and Haif Day of
Attendance.

Fuil-Day Session—A school session wich contains at
least the minimum number of hours recommended
by the State education agency for a full day of
attendance in a givan elementary or secondary grade
other than kindergarten or prekindergarten. (V-VI)

Full-Time Equivalency of Assignmant—The amount of
employed time normally required of a staff member
to perform a less than full-time assignment divided
by the amount of time normelly required in
performing a corresponding full-time assignment,
Ful'time equivalency of assignment usually is ex-
pressed as a decimal fraction to the nearest 10th.
(IV-V)

Full-Time Equivalent Enroliment~The equivalent num-
ber of full-time students in acoliege at an established
census date, determined by dividing the a..umed
normal individual student load of credit hours into
the total studeni credit hours as of that date.

Full-Tuition Student—A student—usually a nonresident
of the geographic area served by a specified school,
school system, or institution—for whom the maxi-

1ﬁagallowable tuition is paid. (VM)
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G

Grade~That portion of a school program which repre-
sents the work of one regular school term, identified
by a designation such as kindergarten, grade 1, or
grade 10. (}-1V, V, VI, Vii)

Grade-Point Average—A term used synonymously with
tire term “mark-point average.” See Mark-Point
Average.

Grade Points—A term used synonymously with the
term “‘mark points.”’ See Mark Points.

Graduste—An individual who has received formal
recognition for the successful completion of a
prescribed program of studies. (1V, V)

Guidance Servicss—The activities of counseling with
students and parents, providing consultation with
other staff members on learning problems, evalu-
ating the abilities of students, assisting students to
make their own educational and career plans and
choices, assisting students in personal and social
development, providing referral assistance, and
working with other staff members in planning and
conducting guidance programs for students. (}V-V-
VI-IVRM)

H

Half Day of Attsndance—Attendance for approximate-
ly half of a full-day school session or an approved
curtailed session. For example, a student who is
present a major part of either the morning or
afternoon portion of a school session usually is
counted as being in attendance for that half session.
This usually is the smallest unit of time reported for
attendance purposes by an elementary or secondary
school during the regular school term. (VM) See also
Session and Full Day of Attendance.

Half-Day Session—A school session which contairs the
minimum number of hours recommended by many
State education agencies for kindergarten or pre-
kindergarten instruction, when the length of this
sassion approximates half the number of hours
recommended for a full-day session in other ele-
mentary grades. Kindergarten and prekindergarten
students attending a half-day session are in member-
ship for the fuil day. However, for purposes of
obtainirg statistical comparability only, ratios in-

volving thesa students are computed as though they
were in membership for a half day. (V-VIM)
Handicap—An atypical physical, heaith, sensory,
mental, or psychological condition that adversely
affects the performance of an individual. (V, VIM)

Handicapped Children—As defined for Federal pro-
grams of education for the handicapped, mentally
retarded, hard of hearing, deaf, speech impaired,
visually handicapped, seriously emotionally dis-
turbed, crippled, or other health impaired children
who by reason thereof require special education and
related services. The term also includes children
with specific iearning disabilities to the extant that
such children are health impaired children who by
reason thereof require special education and related
services. (20 U.S.C. 1401(1); 45 CFR 121.2).

Head of Househcld—The individual assuming the re-
sponsibility for a family group. (V)

High Schooi Diploma—A formai document certifying
the successful completion of a prescribed secondary
school program of studies. In some States or
communities, high school diplomas are differenti-
ated by type such as an academic dipioma, a general
diploma, or a vocational diploma. {iV, V, Vi-IVRM)

High School Equivaiency Examination—An examina-
tion, approved by a State department of education
or other authorized agency, intended to provide an
appraisal of the student’s achievement or perfor-
mance in the broad sulject-matter areas usually
required for high school graduation. The Tests of
General Educational Development (GED) are the
most widely recognized high school equivalency
examination. Se¢ a/so Tests of Generai Educational
Devalopment (GED) and Certificate of High School
Equivaiency.

High School Postgraduste—A student who, after gradu-
ating yrom high school grade 12), enters a second-
ary scho)l for .additional school woric. {1V, V, Vi)

Homebourv: Student—A student who is unable to
attend classes and for whom instruction is provided
at home by a teacher. (V, Vi, IVR) See also
Instruction for Homebound Student.

Homeroom-The room or other space where a teacher
meets with a group of students for their hcmeroom
period. See also Homeroom Period.

Homeroom Period—A portion of a daily session, in
a departmentalized or semidepartmentalized in-
structional organization, during which a teacher
and a group of students meet primarily for pur-
poses of checking attendance, making announce-
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ments, and attending to other administrative de-
tails. (Vi) :

Hospital instruction—Formal instruction provided in a
hospital, sanatorium, or convalescent home. (V,
ViM)

Incompiets High Schaol—~A szcondary school which
offers less than 4 full years of work beyond grade
8 in a school system that is organized in such a
manner that grades PreK, K, or 1 through 8
constitute the elementary grades. These are some-
times called "truncated high schools.” (I, 11, I, iV,
V-VI, Vil)

independent American Oversess School—An ele-
mentary or secondary school located outside the
United States and its outlying areas which (a)
follows basically a U.S.-type curriculum, (b) uses
English as the primary langauge of instruction, and
{c) has a large proportion of U.S. citizens in its
student body and staff.

Independent Nonprofit Schoal—-A private or nonpublic
school which is not a part of a school system and is
operated with no intention of making a profit. See
a/50 Private or Nonpublic Schaal.

individual Instruction—An arrangement whereby a
student receives instruction by himself and not as
part of a class, i.e., instruction for a singla person.
(V,VIM)

In-School Instruction—Instruction received by a stu-
dent within the school plant. (V, VI)

Institution for Delinquent Children—As defined for
Federal compensatory education programs, a public
or private nonprofit residential facility which is
operated primarily for the care of, for an indefinite
period of time or for a period of time other than
one of short duration, children and/or youth who
have been adjudicated to be delinquent. Such term
also includes an adult correctional institution in
which children are placed. Sse also Delinquent
Behavior and Juveniie Delinquent.

Institution for Negiected Chiidren~As defined for
Federal compensatory education programs, a public
or private nonprofit residential facility (other than 3
foster home) which is operated primarily for the
care of, for an indefinite period of time, at least ten
children and/or youth who have been committed to
the institution, or voluntarily placed in the institu-
tion, and for whom the institution has assumed or

been granted custodisl responsibility pursuant to
applicable State law, because of the abandonment
or neglect by, or dea.h of, parents or persons acting
in the place of parents.

instruction—~The activities dealing directly with the
teaching of students and/or with improving the
guality of teaching. (i, iL, 11, V, VI-HR, IVRM)

instruction for Homebound Student—Individual in-
struction by 8 teacher usually at the home of a
student who is unable to attend classes. In some
instances, such instruction is augmented by tele-
phone communication between the classroom and
the student or by other means. (IV-V, VI-IVRM)

instructional Level—An indication of the general
nature and difficuity of instruction, e.g., elementary
instructional level, secondary instructional level, and
postsecondary instructional level. {V, VI, Vii, IVR)

intermediate Administrative Unit—An administrative

unit smaller than the State which exists primarily to
provide consultative, advisory, administrative, or
statistical services to local basic administrative units,
or to exarcise certain regulatory functions over local
basic administrative units. An intermediate unit may
operate schools and contract for school services, but
it does not exist primarily to render such services.
Suc Y units may or may not have taxing and bonding
au: ..rity. Where there is a supsrvisory union board,
the union is included as an intermediate unit. (I,
i-1v, v, Vi, Vil, 1IR)

Interstate Migratory Child—As defined for Federal
compensatory education programs, a chiid who has
moved with a parent or guardian within the past
year across State boundaries in order that 4 parent,
guardian, or other member of his immediate family
might secure temporary or seasonal empioyment in
#n agricultural activity.

Intrastate Migratory Child—As defined for Federal
compensatory education programs, a child who has
moved with a parent or guardian within the past
year across school district boundaries within a State
in order that a parent, guardian, or other member of
his immediate family might secure temporary or
seasonal employment in an agricuitural activity.

itsm of iInformation—As used in this handbook, a
descriptive heading under which is recorded infor-
mation about students. {IV-V-VIM)

J-K

Job-Entry Level of Empioyment—A level of em-
ployment in which & person may be employed
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on the basis of his education and training, without
previous related work experience.

Juvenile Delinquent—~An offender against the laws of

society who, bacause of his ege, is not considered a
criminal. While the term “juvenile delinquent”’ often
is applied to all youthful offenders tried in juvenile
court, these children technically are riot legally
delinquent until adjudged so by the court. (V, Vi)
See aiso Delinquent Behavior.

L

Laborstory, Modsl, or Practice School—An elementary
or secondary school in which part or all of the
teaching staff consists of cadet or student teachers
and the control and operation of the school rests
with an institution which prepares teachers. {I-V,
Vi)

Library Services Staf! Per 1,000 Students in Average
Daily Attendasice—The number representing the
total full-time equivalency of library service staff
assignments'® in a school or school system during a
given period of time, multipiied by 1,000 and
divided by the aierage daily attendance of students
during this period.

Local Basic Administrative Unit—-An sdministrative
unit at the local level which exists primarily to
operate public schools or to contract for public
school services. Normally, taxes can be lavied by
such units for school purposes. Thesg units may or
may not be contermincus with county, cit,, or
town boundaries. This term is used synonymously
with the terms ‘‘school district’” and ‘local educa-
tion agency.” (I, H, 1.1V, V-Vi, VII-IIR, IVRM,
Vi, VIIM)

Local Education Agency (LEA)—A term used synony-
mously with the term “local basic administrative
unit.” (VI-HR, IVRM) See also Local Basic Ad-
ministrative Unit.

M

Mark-Point Average—A measure of average perform-
ance in all courses taken by a student during a
marking period, schcnl term, or year—or accumu-
lated for several terms or years—obtained by di-

1°Gee Handbook IV (Revised) for definitions of various staff
sssignmaents.

viding total mark points by total courses or oy
hours of instruction per week. (VIiA)

Mark Points—The specific numerical equivalents for
marks, sometimes appearing in the records of
specific students for use in detcrmining student
mark-point averages. See afso Mark Value and
Mark-Paint Average.

Mark Value—The scale of numerical equivalents for
marks awarded, indicating performance in schaal-
work and used in determining student mark-point
averages, e.g., A=4, B=3, C=2, D=1. The specific
numerical equivalants in student records may be
referred to as ‘mark points.” (VI)

Matai Name—in Samoa, the name of the head of the
tousehoid or family which is different from the
name of the father. This name is assumed when a
person takes over responsibility for a family upon
the desth or disability of the father (or other
provider).

Maximum Class Size—The membership of the largest
class of a given type as of a given date.

Measure—A unit of measurement to which reference
may be made for purposes of description, com-
parison, and evaluation. Many measures are ob-
tained by computation involving one or more items
of information. (IV, V, Vi, IVR)

Median Age of Students—For a given group of stu-
dents, the age that evenly divides the distribution of
students whe.: classified by age, i.e., the age so
selected that 50 percent of the students are oider
and 50 percent are younger. (V, VIM)

Membership in Special Groupings and/or Special
Schools—The number of students on the current roll
in special programs (e.g., in special classes,
groupings, or caseloads) and/or special schools as of
a given date. (VM)

Migratory Agricuitural Worker—An individual whose
primary employment is in one or more agricultural
activities on a seasonal or other temporary basis and
who establishes a temporary residence, with or
without his family, for the purpose of such employ-
ment. (VM) Se2 a/so Agricultural Activities.

Migratory Children—Children whose parents are migra-
tory workers, and who accompany their parents
from one temporary residence to another. For
school purposes, the term refers to such children
within the .age limits for which the local school
district provides free public education. (V-VIM) Sse
also Migratory Agricuitural Worker.

Migratory Worker—An individual whose primary em-
ployment is on a seasonal or other temporary basis
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and who establishes & temporary residence, with or
without his fumily, for the purpose of such employ-
ment. (V, VIM) See aiso Migratory Agricultural
Worker.

Minimum Permissible Class Size—The smallest number
of students to be assigned to a ciass of a given type,
beiow which the class may be cancelled.

Monitoring Systam—As used in this handbook, a set of
procedures and programs for a computerized infor-
mation syste that are designed to check recorded
or transmitted signals in the process of inputting or
retrieving information from dzta files.

N

National Schoo! Lunch Program—A program whersby
the Secretary of Agricuiture assists State education
agencies through grants-in-aid and other means to
establish, maintain, operate, and expand school
funch programs in all schools making application for
assistance and agresing to operate a nonprofit lunch
program in accordance with regulations of the
National School Lunch Act, as amended.

Neglectad Child—~As def.ned for Federal compensatory
education programs, a child residing in a public or
private nonprofit residential institution {other than
a foster home) which has assumed or been granted
custodial responsibility for the child pursuant to
State law, because of the abandonment or neglect by,
or death of, parents or persons acting in the place of
parents. See a/so Institntion for Neglected Chiidren.

Neurologicsl Handicap—A condition of the centrai
nervous system which may result in dissbilities such
as post encephaiitis and post meningitis. See also
Orthopedicaily Handicapped on page 52, Qther
Health in.paired on page 52, snd Children with
Specific Learning Disabilixies on page 67.

No Year Levei—In college, a designation for the status
of a student who previously has earned a degree or
who is not enrolled in a degree program.

Noncredit Course—A courss for which students do not
receive credit applicable toward gradustion or com-
pletion of a program of studies. (V-VI, Vi, IVR)

Noneducational Institution—A hospital, sanatorium,
convalescent home, mental health clinic, orphanage,
corrective institution, or other institution whose
primary function is other than the operation of
schools. (V)

Non-English—A language other than Engiish or an
English dailect, such as Arabic, Chinese, Czech,
Denish, French, German, Greek, Hawaiian, Hebrew,
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italian, Jspanese, Norwagian, Polish, Portuguese,
Russian. Spanish, Swedish, Yiddish, snd a Nitive
Americen indian tribal language.

Nongraded Class—See Ungrsded Class.

Nonpublic Schooi—See Private or Nonpublic School.

Nomvesident Student of Administrative Unit (or School
District}—A student who resides outside the ad-
ministrative unit {or school district). (V)

Ranresident Student of Attendance Area—A student
who vesides outside the geographic area normaliy
sarved vy the school he attends. (V) See a/50 School
Astendance Area.

Nonstandard English—See  English
Dizlect).

Nontuition Student—A student—usuaily s resident of
the geographic ares served by a specified school,
school system, or institution—for whom no tuiticn
ir paid. (VM)

Norm-Referenced Test—An examination for which an
individuc' . score indicates the relationship of the
individual’s performancs to that of a specified norm
group. See &/so Criterion-Refeiencad Test on page 63.

Number of Librarian/Media Assignments Per 1,000
Srudents in Average Dally Attendance—The number
represanting the total full-time equivalency of librar-
ian/media assignments'® in a school system during @
given period of time, multiplied by 1,000 and
divided by the average dsily attendance of students
during this period.

Number of Librarian/Media Assignments Per 1,000
Students in Average Daily Membership—-The num-
ber repressnting the total full-time equivalency of
librarian/media assignments!® in a school system
during @ given period of time, multiplied by 1,000
and divided by the average daily membership of
students during this period.

Number of Students Advanced at an Accelersted
Rate—~The number of students whose progress is
more rapid than the usual practice. This may involve
“double promotions’ (two grades’ progress in one
vear) or some other arrangement for promoting
students at a rate more rapid than one grade per
year.

Number of Students Completing 8 Given Course—The
number of students in a gradustion group, including
discontinuers or dropouts, who completed a given
course during their years in a given school or school
system.

{Socio-Cultural

195ee Handbook tV (Revised) for definitions of various staff
assignmaents.,
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Mumber of Students Taking a Given Coursa—The
number of students who, during a given reporting
period (e.g., a given regular schooi term) are
envolled in a given course.

Number of Students Transported to snd from School
at Public Expense—See Averags Daily Membaership
of Students Transported and Average Number of
Students Transportad.

Number of Students Whose Familiss Fali within the
U.S. Department of Agricuiture’s Income Poverty
Guideiines—The number of students whose apolica-
tions have been approved by the schooi {within the
prescribed limits of State-established income stand-
ards) for participating without charge or at a
reduced charge in nationai school breakfast and/or
Type A lunch programs,

O

Qutlying Areas—As used in this handbook, a term
including American Samoa, the Canal Zone, Guam,
Puerto Rico, the Trust Territory of the Pacific
Islands, thz Virgin Islands, and other areas under
jurisdiction or control of the United States. (VM)

P

Partial-Tuition Student—A student for whom tuition is
paid, but less than the maximum amount. (V)

Per Student Cost of a Building—The cost of a building
divided by the student capacity of the building. (ill, V)

Percentage of Absence-The average daily absence
during a given reporting period divided by the
average daily membership for the period, expressed
as a percentage; or, the aggregate days absence
divided by the aggregate days membership, ex-
pressed as a percentage. (V)

Percantage of Attendance—The average daily attend-
ance during a given reporting period divided by the
average daily membership for the period, expressed
as a percentage; or, the aggregate days attendance
divided by the aggregate days memborship, &x
pressed as a percentage. (V)

Percentage of Change in Membership from Previous

Yesr {for a Given Dats)—The change of membership
from a given date in one year to a corresponding

date the following year, divided by the membership as
of the first date, exriessed as a percentage. (V, Vi)
Percentage of CThange in Membership from Previcus
Year (for a Period of Time)—The change of average
daily membership from a given period of time in
one year to a corresponding period of time the
following year, divided by the average daily mem-

=

bership during the first period of time, expressed as
a percentage. (V)

Percentage of High School Graduates Who Completed
Coursas in Various Subject-Matter Aress—-The num-
ber of students in a given high school graduation
group who completed courses in each of a number
of specific subject-matter areas, divided by the total
number of students in the group, expressed as a
percentage. (V-VI)

Percentage of Psrticipation in National School Break-
fast Program—The average daily number of ele-
mentary and/or secondary school students partici-
pating in the national school breskfast program
during a specified month, divided by the average
daily attendance foi the same month. See also
Average Daily Number of Students Participating in
National School Lunch ani/or Breakfast Programs.

Percantage of Participation in National School Lunch
Program—The average daily number of students
participating in the national school lunch program
during a sperified month, divided by the ave:iage
daily attendsnce for the same month. See also
Average Daily Number of Students Perticipating in
Nations School Lunch and/or Breskfast Programs.

Percentage of Students Currently Members of Classes
in Verious Subject-Matiss Areas—The number of stu-
dents in a given school group who are members of
classes in each of a number of specific subject:matter
areas, divided by the total number of students in the
group, expressed as a percentage. (V-VIM)

Percentage of Students Making Normal Progress—The
numbér of students making normat progress during
a given reporting period, divided by the membership
at the close . the period, expressed as a percentage.
V.Vl

Percentage of Students Not Promoted (or, Re-
tained)—The number of students who, at the close
of a given reporting period {usually a regular school
term), are reassigned to the same grade, divided by
the membership at the close of the period, ex-
pressed as a percentage. Students in ungraded classes
are not considered “not promoted’’ unless (and
until) they are asked *¢ spend more than the usual
amount of time in such classes. (V, Vi)

Percantage of Students Participating in Various Activi-
tiss—The number of students who, during a given
reporting period {e.g., a given regular school term),
take part in each of a number of specific activities,
divided by the average daily membership of students
in the group, expressed as a percentage. (V, Vi)
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Percentage of Students Promoted—The number of
students promoted durirg or at the close of a given
reporting period (usually a regular school term),
divided by the membership at the close of the
period, expressed as a percentage. For reporting
purposes, students in ungraded classes who have
made satisfactory progress may be considered separ-
ately or they may be considered promoted. (V, V)

Percentage of Students Transported at Publc Ex-
pensa—The average daily membership of students
transported a. public expense, divided by the
average daily membership of the reporting unit,
expressed as a percentage. {V)

Percentage of Total Excess Public Schooi Member-
ship—Total excess membership in public schools
divided by the normal student capacity of accessible
publicly owned school plants in use, expressed as a per-
centage. (V, Vi) See also Excess Membership in Pub-
fic Schools and Student Capacity of a School Piant.

Percentage of Transported Students Riding a Given
Time—The average daily membership of students
who ride a given time (e.g., 30 minutes, and 1, 1%,
and 2 hours), divided by the average 2=, member-
ship of students transported, expressed as a per-
centage. This percentage may be determined as of a
given date or it may be determined on the basis of
aversges for a given reporting period. (V)

Permanent Student Record—A student record con-
sidered to have permanent or semipermanent value
and which remains indefinitely in the files of the
school or school system. (VM) See afso Student
Record and Cumulative Student Record.

Physical Handicap—An atypical physical condition that
adversely affects the performance of an individual.
Individuals with marked physical handicaps may be
classified into groups such as: the blind, the
partially seeing, the deaf, the hard of hearing, the
speech handicapped, the language handicapped, the
crippled, and those having special physical health
problemrs resuiting from various diseases and condi-
tions. (V, Vi) See s/so Handicapped Children.

Physical Impairment—As used in this handbook, a
physical condition that may adversely affect a
student’s normal progress in the usual school pro-
gram. (VM) See a/so Physicai Handicap.

Postsecondary Education—Instructionai programs (in-
ciuding curriculum, instruction, and related student
services) provided for persons who have completed
or otherwise left educational programs in ele-
mentary and secondary schools. (For a compre-
hansive overview of *‘student services,” see Pupil Per-

sonnal Services on pages 91 to 93 of Handbook VI.)

Private or Nonpubiic Schooi—~A school which is con-
trolied by an individual or by an agency other than
3 State, a subdivision of a State, or the Federal
Government, usually which is supported primarily
by other than public funds, and the operation of
whose program rests with other than publicly
elected or appointed officials. (I, i-iV, V-VI-IIR,
IVRM) See s'so indepandent Nonprofit School and
Propristary School.

Professional Educational Staff Per 1,000 Students in
Average Daily Membership—The number repre-
senting the total full-time equivalency of profes.
sional educational assignments'® in a school system
during a given period of time, multiplied by 1,000
and divided by the average daily membership of
students during this period. (1V, V, Vi)

Project Area—As defined for Federal educational pro-
grams, a school attendance arsa, or combination of
school attendance areas, which because of a high
cencantration of children or families of spacified
characteristics is thereby designated as an area from
which selected children may be served by a par-
ticular project. Seg a/so Attendance Area.

Proprietary Schooi—A private or neonpublic school
which is operated for business profit. See afso
Private or Nonpublic Schaal.

Psychometric Data—Psychoiogical data sbout a student
analyzed by the apolication of mathematical and sta-
tistice. methods developed for psychological testing.

Public Boerd of Education~Tne elected or appointed
body which has been created according to State faw
and vested with respo.wibilities for educational
activities in a given geographic area. Such bodies
are sometimes known as school boards, governing

boards, boards of directors, school committees, and
schooli trustees. This definition includes State

boards of education and the boards of intermediate
and local basic administrative units and individual
public institutions. (i-11, IV, VM)

Public Record—A record which by law, regulation, or
custom is generally available to the public at large,
or to segments of the public having u legitimate
reason for reviewing the record.

Public School—A school operated by publicly elected
or appointed school officials in which the program
and activities are under the control of these officials
and which is supported primarily by public funds.
(1, 11, UL IV, V-V, VI, IR, IVR)

1°See Handbook IV (Revised) for definitions of verious staft
assignments.
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Publicly Owned Schoolbus—A schoolbus owned by a
school district, 8 municipal unit of government, a
State government, or the Feders! Government,
which is used for the transportation of studants,
complies with the color and identification raquire-
ments set forth by the schooi system, and has a
manufacturer’s rated seating capacity of 12 or move.
{in this handbook, the designaticn of schoolbus
ownership is based on ownership of the chassis.)

G

Quality Points—A term usad synonymously with the
term ‘‘mark points.” See a/so Mark Points and Mark
Value.

R

Range of Class Sizes—The smaliest and largest member-
ships of classes of a given type as of a given date.

Registration--As used in this handbock, the process of
entrance into a school or course. The act of placing
the student’s name on the roils of the school or
school system does not ensure that the student will
attend the school (or @ school in the school system)
and Jdoes not constitute entering into active mem-
bership status. (VM)

Regular Ciass—The general type of class in which most
students receive instruction, including most classes
other than those which are composed of exceptional
students. (V, Vi, iVR)

Regular School Term—That school term which begins
usually in the late summer or fall and ends in the
spring. A reguler school term may be interrupted by
one or more vacations. in higher education, this is
referred to as the “‘academic year.” (V, V, VIM)

Relsased Time—An arrangement whereby a school offi-
cially and regularly excusas one or more full-time stu-

dents of members of the staff for part of a session. (V1)
Report—A collection of inforination which is prepared

by & person, unit, or organization for the use of
some other person, unit, or organization. (i, Ii,
Hi-iv, Vv, Vi, Vi, LR, IVR)

Reporting Period~A period of time for which a report
is prepared (e.g., a calendar yesr, school year,
regular school term, summer schoo! term, semester,
or marking pariod). (IV, V, VI, Vil}

Reporting Unit-The organizational unit submitting a
report (e.g., a State department of education, an
intermediate administrative unit, a local basic ad-
ministrative unit, or a school). (1V, V, VI)

Resident Student—A student whose legal residence is
within the geographic area served by a specified

schooi, school system, or institution. (iIR, IVRM)
See s/so Attendance Centar, Schoo! Attandance
Area, Resident Student of Administrative Unit (or
Schoaol District), Resident Student of an Institution,
and Resident Student of Attendance /irea.

Resident Student of Administrative Unit {or School
District)—A student whose legal resic’ence is within 5

specified administrative unit (or schoo! district). (VM)

Resident Student of an (nstitution—A student who
resides during & school term in &n institution (such
8s a residential school or residential chiid-caring
institution) rather than in 8 private home. (VM) See
8/s0 Residential School.

Resident Student of School Attendance Ares—A stu-
dent whose iegal residence is within the geographic
area served by the school he attends. (VM) See o/
School Attendance Ares. )

Residential  School—An educational institution in
which students are boarded and lodged as well as
taught. (IV, V, Vi)

Residential Schoaol for Special Education—A residential
school providing a program of education for handi-

capped students. (V, VIM)
Retrieval of information—Locating and recovering infor-

mation from wherever it may be stored. (IV, V, Vi)
S

School—-A division of the school system consisting of
students comprising one or more grade groups or

other identifisble groups, organized as one unit with
one or more teachers to give instruction of s defined

type, and housed in a school plant of one or more
buildings. More than one schooi may be housed in
one school plant, as is the case when the elementary
and sacondary schoois are housed in the same
school plant. (I, N, HI-IV, V, VI, Vil, 1IR, IVRM)

School Attendance Ares--The geographic area which is
served by a school. It does not necessarily constitute
a local taxing unit and likewise does not necessarily
have an independent system of administration.
Attendance areas for elementary chools may or
may not be conterminous with attendance areas for
secondary schools. (I, V, VII}

School Board—See Board of Education.

Schooi Breakfast Program (Nationsl)—A program

- whereby the Secretary of Agriculture assists State
education agencies through grants-in-aid and other
means to establish, maintain, operate, and expand
nonprofit breakfast programs in all schools making
application for assistance and agreeing to operate a
nonprofit breakfast program in accordance with
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reguiations of the Chiid Nutrition Act, as amended.

School Census—An enumeration and coliection of data,
#s prescribed by law, to determine the name, age,
address, and other pertinent information about
children and youth who reside within the geo-
graphic boundar.es of a local education agency. (iV,
V, Vii-IVRM}

School Census Ag:—The age span of children and
youth inciuded in the school census. (V, VIi}

Schoolday—That part of a calendar day when school is
in session. (IV, V, Vi, VIl)

Schooi District—A term used synonymously with the
term “local basic administrative unit.” (11, lil, IV, V, VI-

Vi-UR, IVRM) See Local Basic Administrativa Unit.
Scheai Fiscal Year—See School Year.

Schood Holidsy—A day on which school is not con-
ducted either because of legai provisions or because
of designation by the board of education as a
holiday. Since such days are not considered as clays
in session, the st-dents are considered as being

ce:i)ther present 0~ absent on school holidays. {V,

School Leaver--A term used synonymously with the
term “dropout.” See |. ropout.

School Plant—The site, buildings, and equipment con-
stituting the physics facilities usad by a single
school or by two or more schools sharing the use of
common facilities. (I, {E, i, IV, V, VI, VI, IVR)

School System—All the schools and supporting services
controlled by a board of education or by any uther
organizstion which operates one or more schools.
(IV, V, VIR, IVRM)

School Term-A prescribed span of time (eg., a
number of days, weeks, or months) when school is
open and the students are under the guidance and
direction of teachers. (iV, V, Vi, VIi, lIR, IVAM)

Schocl Yesr—The 12-month period of time denoting
the beginning and ending dates for school ac-
counting purposes, usuaily from July 1 through
June 30. This sometimes is referred to as the
“schooi fiscal year.” (IV, V, VI-VIl, IVRM) See also
Regular School Term.

Schoolbus Run—-The course followed by a rshoolbus
during a continuous trip en route to or from school,
from the first pickup of students to final unlecading
at school, at a transfer point, or at the last bus stop.

Self-Contsined Class—A class having the same teacher
or team of teachers for all or most of the daily
session. {1V, V, Vi, VIIM)

Ssision—The weriod of time during the schoolday
when a given group of students is under the
guidance and direction of teachers. (IV, V, VI) See
&/s0 Fuli-Dsy Session and Half-Day Session.

Severeiy Handicapped Children—Children who because
of the intensity of their physical, mental, or
emotional problems—or a2 combination of such
problems—need educational, social, psychological,
and medical services beyond those which arae tra-
ditionally offered by regular and special educational
pragrams, in order to maximize their full potential
for useful and meaningful participation in society
and for seif-fulfillment. The term includes those
children who are classified as seriously emotionally

disturbed (including children who are schizophrenic
or autistic}), profoundly and severely mentally re-

tarded, and those with two or more serious handi-
capping conditions, such as the mentally-retarded
blind, and the cerebral-palsied deaf. Severely handi-
capped children may possess severe language and/or
perceptual-cognitive deprivations, and evidence ab-
normal benaviors such as failure to respond to
pronounced social stimuli, seif-mutilation, self-
stimulation, manifestation of intense and prolonged
temper tantrums, and the absence of rudimentary
forms of verbal control; they may also have an
extremely fragile physiological condition,

Shared Time—Sae Dual Enrollment.

Sophomore—in college, a student who has completed
more than the required number of credit hours for
completion of the first year of study, but has not
completed the requirements for the second year.
The term is also used frequently in referring to a
high school student in grade 10.

Specisl Student Sarvices Record—Confidential informa-
tion originating as reports written by student services
workers of the local education agency for the express
use ‘of other professionals within the agency, includ-
ing systematically gathered teacher or counselor ob-
servations, verified reports of seriuus or recurrent be-
havior problems, and selected heal th data. (Normally,
special student services records are maintained
separately from cumuiative student records.) See
also Cumulative Student Record and Confidential
Reports from Qutside Agencies.

Speech Impaired—Individuals with an impairment in
speech and/or language (including impaired
articulation, stuttering, voice impairment, and a
receptive’ or expressive verbal language handicap)
that is sufficiently severe to adversely affect the
individual’s performance in the usual school
program. Where used for reporting purposes, the
term speech impaired often encompasses both
the speech handicapped and the language handi-
capped. (VM) See also Communicaticn Disorder on
page 50.
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Standardized Test—A test composed of a systematic
sampling of behavior, having data on reliability and
validity, administered and scored according to spe-
cif.c instructions, and capable of beins interpreted
in terms of adequate norms. (V, Vi)

Student Accounting—A system for collecting, com-
puting, and reporting information about students.
(V. Vii, IR, IVR)

Student-Administrative Staff Raxio (as of a given
date}—The number of students in membership, as of
a given date, divided by the number reprasenting the
total full-time equivalency of principal assign-
ments,'° assistant principal asﬁignments.Io central
administrative staff assignments'® (including area
administiators and their staffs), and assignments for
supervising, managing, and directing academic de-
partments’® in the schools serving these students on
the same date.

Student Body Activities—Cocurricular activities for stu-
dents—such as entertainments, publications, and
clubs—that are managed or operated by students under
the guidance or supervision ot staff members. (lI-1V-
V-VILIR, IVRM) See also Cocurricular Activities.

Studart Capsacity of a School Piant—The membership
that can be accommodated in the classrooms and
other instruction areas of a given school plant for
the ~choolday according to existing State-approved
starviards, exclusive of multiple sessions. {ill, V, Vi)

Student-Counselor Ratio (as of a given date}—The
number of students in membership, as of a given
date, divided by the number representing the total
fuil-time cquivalency of counseling assignments'®
serving t+ ese students on the same date. (1V, V)

Student-Counselor Ratio (for a period of time}-T he aver-
age daily membership of students, for a given period
of time, divided by the number representing the total
full-time equivalency of counseling assignments,'®
serving these students during the same period. (V)

Student-instructional Staff Ratio (for a period of
time)—The average daily membership of students,
for a given period of time, diviced by the number
representing the total full-time equivalency of
teaching assignments,'® teaching assistant assign-
ments,'® teaching intern assignments,'° teacher aide
assignments,'® and scudent teaching assignments'®
serving these students during the same period. See
also Student-Professional Educational Staff Ratio and
Student-Teacher Ratio.

Student-Library Services Staff Ratio (as of a given
date)--The number of students in membership, as of
a given date, divided by the number representing the

assignments'® serving these students on the same
date.

Student-Crofessional Educational Staff Ratic (as of a
given date)—The number of studen’ " in membership
in a school system, as of a given date, divided by the
number representing the total full-time eguivslency
of all professional ed:icational assignments'® in the
schooel system on the same date. (IV-V, Vi)

Student-Professional Educational Staff Ratio (for a
period of tima)—The average daily membership of
students, for a given period of time, divided by the
number representing the total fuli-time equivalency
of all professional educational assignments'® in the
school system during the same period. (V, VI)

Student-Psychologist Ratio (as of a given date)—The
number of students in membearship in a school
system, as of a given date, divided by the number
representing the total full-time equivaiency of
psychologist assignments'® serving these students on
the same date,

Student-Psychologist Ratio (for a period of time)—-The
average daily membership of students for a given
period of time, divided by the number representing
the total full-time equivalency of psychologist as-
signments'® serving these students during the same
period.

Student Record-—information about one or more stu-
dents which is kept on fiie for a period of time in a
classroom, school office, system office, or other
approved location. A student record usually is
intended for the use of the person or office which
maintains the record. (V) Sge a/so Cumulative
Student Record and Permanent Student Record.

Student-School Administrator Ratio (as of a given
date)—The number of students in membership, as of
a given date, divided by the number representing the
total full-time sequivalency of principal assign-
ments,'? assistant principal assignm.ents,’® and as-
signments for supervising, managing, and directing
academic departments’® in the schoolis) serving
these students on the same date.

Student-School Administrator Ratio {for a period of
time)—The average daily membership of s*udents,
for a given period of time, divided by the number rep-
resenting the total full-time equivalency of principal
assignments,’ @ assistant principal assignments,'® and
assignments for supervising. managing, and directing
academic departments'® in the schoci(s) seiving
these students during the same period.

®See Handbook IV (Revised) for definitions of various staff

total full-time equivalency of library services Stai ag. o
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Student-Social Worker Retio {(as of a given date)—The
number of students in membership in a school
system, as of a given date, divided by the number
representing the total fuli-time equivalency of social
work assignments’® serving these students on the

~ same date.

Student-Social Worker Ratio (for a period of
time)-The average daily membership of students,
for a given period of time, divided by the number
representing the total full-time equivalency of social
work assignments'® serving these students during
the same period,

Student-Teacher Ratio (as o a given date)—The num-
ber of students in membership, as of a given date,
divided by the number representing the total fuli-
time equivalency of teaching assignments'® serving
these students on the same date. (IV-V, VI)

Student-Teacher Ratio (for a period of time)—The
average daily membership of students, for a given
period of time, divided by the number representing
the total full-time equivalency of teaching assign-
ments'® serving these students during the same
period. (V, Vi)

Student-Total Staff Ratio (as of a given dete)—The
number of students in membership in a school
system, as of a given date, divided by the number
representing the total full-time equivalency of all
staff assignments in the school system on the same
date. (IV, V, VIM)

Student-Total Staff Ratio (for a period of time)—The
average daily membership of students in a school
system, for a given period of time, divided by the
number representing the total fuil-time equivalency
of all staff assignments in the school system during
the same period. (V-VIM)

Students Per Acre~The average daily membership of a
school divided by the total number of developed
and undeveloped acres in the school site. (li, V,
vi)

Subject-PAatter Area—A grouping of related subjects or
units of subject matter under a heading such as
English (language arts), foreign languages, art,
music, natural sciences, industrial arts, home eco-
nomics, agriculture, business, physical education,
and trades and industrial occupations, (IV, V-V,
VIii-iVRM)

Suspension—Temporary dismissal of 2 student from
school by duly authorized school persoinel in
accordance with astablished regulations. (V-VI) S
also Expulsion.

T

Tardiness—Absence of a student at the time a given
class and/or half day of attendance begins, 0*= ,iged
that the student is in attendance b~*yre the closse of
that class or half day. (V)

Teachers Per 1,000 Students in Average Dai'y Member-
ship—The number representing the total full-time
equivalency of teaching assignments'® in a school
system during s given period of time, multiplied by
1,000 and divided by the average daily membership
of students during this period. {V, VI)

Tachnical Institute—An institution, or a division of an
institution, offering instruction primarily in one or
more of the technologies at the postsecondary
instructional level. (1V, V-VI, VHH)

Tochnical Staff Per 1,000 Students in Average Daily
Attendance—The number representing the total
full-time equivalency of technical staff assign-
ments'® in a school system during a given period of
time, multiplied by 1,000 and divided by the
average daily attendance of students during this
pericd,

Technical Staff Per 1,000 Students in Average Daily
Membership~The number representing the total
vull-time equivalency of technical staff assign-
ments'® in a school system during a given period of
time, multiplied by 1,000 and divided by the
average daily membership of students during this
period.

Tests of General Educational Development (GED)--A
battery of tests taken by adults who did not
graduate from high school to measure the extent to
which their past experiences (in-school ard out-of-
school) have contributed to their attaining the
knowiedge, skills, and understandings ordinarily
acquired through a high schcol education. Certifi-
cates of high school ey, sivalency are issued by most
State departments of education for the successul
completion of the Tests of General Educational
Develcpment. See a/0 High Schooi Equivalency
Examination and Certificate of High School Equivs-
lency.

Transcript—An official record of student performance
showing ali schoolwork completed at a given school
and the final mark or other evaluation received in
each portion of the instruction. Transcripts often
include an explanation of the marking scale used by
the school. (V-VIM)

1%See Handbork IV {Revised) for definitions of various staff
sssignments.
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Truancy—The failure of a child to attend school
regularly as required by law, without reasonable
excuse for his absence. (V)

Tuition—A payment or charge for instruction. (V-VI-
VIil, IR, IVRM) See al/so Fes.

Tuition Student—A student for whom tuition is paid.
(v, VIl, IR, IVR) See also Fuli-Tuition Student
and Partial-Tuition Student.

Type A Lunch—~A lunch which meets the meal require-
ments prescribed by the U.S. Department of Agri-
culture under the National School Lunch Act of
1946, as amended. Such a lunch is designed to
provide one-third of the recommended daily dietary
allowance for a 10- to 12-year-old child.

U

Ungradad Class—A class which is not organized on the
basis of grade and has no standard grade designa-
tion. This includes regular classes which have no
grade designations, special classes for exceptional
students which have no grade designations, and
many adult/continuing educational classes. Such a
class is likely to contain students of different ages
who, frequently, are identified according to level of
performance in one or more areas of instruction
rather than according to grade level or age level.
Ungraded classes sometimes are referred to as
“nongraded.” (VI, V, VI-VIIM) See also Regular
Class and Grade.

Universal Birth Number—An identification number
assigned to an individual by the Bureau of Vital
Statistics of a State, using a combination of digits
representing area code, birth registration number,
and year of birth.

V-W-X-Y-2

Veteran—A person who served on active duty as a
member of the active Armed Forces of the United

States and was discharged or released therefrom
under conditions other than dishonorable. (National
Guard personnel and reservists called to active duty
for civil disturbances, disasters, or training for a
limited period are not considered veterans under
this definition.)

Veterans' Dependants’ Educational Assistance Pro-

gram—Provisions (in chapter 35, title 38, u.S. Code)

for education and other benefits for spouses,

widows, widowers, and children of veterars who

died or are totally disabied because of service-con-

nected disabilities, or are prisoners of war or

missing in action for more than 30 days. See afso -
Vateran.

Veterans' Educational Assistance Program—Provisions

(in chapter 34, titie 38, U.S. Cocde) for education
and other benefits at approved educational and
training institutions for veterans who served in the
US. Armed Forces for more than 180 days after
January 31, 1955, and who were discharged under
conditions other than dishonorable. Entitiement
terminates 8 years after separation or after May 31,
1966, whichever occurs later. See a/so Veteran.

Veterans' Vocstiona! Rehabilitation Program—Pro-

visions {in chapter 31, title 38, U.S. Code) for
vocational rehabilitation for service-disabled veter-
ans who served in the U.S. Armed Forces, were
discharged under conditions other than dishonor-
able, and are in need of such rehabilitation because
of the handicap of their service-connected disabili-
ties. See also Veteran.

Visually Handicapped—Individuals having a visuai im-

pairment sufficiently severe to adversely affect
normal progress in the usual school program. Such a
person may be further identified as partially seeing
or blind, according to the riature and severity of the
handicap. See a/so Partially Seeing and Blind on

page 47.

Vocational Rehsbilitation—The service ¢* preparing

disabled persons for remunerative employmeant
through diagnosis, guidance, physical restoration,
training, and placement.

2. GLOSSARY OF SELECTED MEDICAL TERMS

A-B
Abnormal Physical Deveiopment--Ar '~ - mal growth
(less or greater than normal) . «n?* «ize, shape,
and/or function, etc., of structurr . “e body,

which may be serious enough to affect the student’s
abilities for school work ar activity.

Allergy--A condition of unusually high sensitivity to a

substance, such as food, which may produce con-
siderable physical disturbance.
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Aspirin Allergy—A condition ot unusually high sensi-
tivity to aspirin, which may produce considerable
physicat disturbance,

Asthima—A disease marked by recurrent attacks of
tabored breathing with wheezing, coughing, and a
sense of constriction, due to spasmodic contraction
of the bronchi. The paroxysms last from a few
minutes to several days, and they may result from
direct irritation of the bronchial mucous membrane
or from reflex irritation. Many cases are allergic
manifestations.

Autistic Traits—One or more severe disorders of be-
havior such as (but not iimited to) failure to form
no:mal relationships with people, failure to develop
normal communication through soeech, failure to
maintain normal eye contact with people, ohsassive
preoccupation with inanimate objects, exhibi ion of
gross and sustained peculiarities in movement, path-
ologicar resistance to environmental changes, and
abnormal emotionsl response to one or more types
of sensory stimulus.

C

Cerebrai Paisy—aralysis relating to the cerebrum or
chief portion of the brain. In children, the term
often is usad synonymously with the term “brain
palsy.”” .

Chicken Pox—An acute contagious virai disease, com-
mon among children, marked by low-grade fever
and formation of smali blisters, usually over much
of the body.

Color Blindness Test—A test to determine the ability of
a person to distinguish colors.

Complste Blood Count {CBC)—An enumeration of the
numbers of varicus cells in a known amount of
whole blood.

Contact Lenses—Small, thin lenses of glass or plastic
worn next to the eyeballs, sometimes used instead
of ordinary eyeglasses.

Critical Allcrgies (Multipie)—A condition of unusu-
ally high sensitivity to two or more substances
which may produce considerable physical dis-
turbance.

Cystic Fitwosis—An hereditary disease tha: appears
usually in early childhood, involves generalized
disorder of exocrine glands, and is marked
especially by deficiency of pancreatic enzymes,
respiratory symptoms, and excassive loss of salt in
the sweat.

D

Diabetes Meilitus (Sugar Diabetes}—An abnormal con-
dition of carbohydrate metabolism characterized by
the secretion and excretion of excessive amounts of
sugar in the urine.

Diphtharia—Ap acute feverish contagious disease
ma:; ked by the formation of a false membrsne in the
throat and causad by a bacterium which produces a
toxin causing inflammation of the heart and nervous
system.

Drug Depcndency ~The habitual use of any drug (eg.,
heroin, amphetamines, barbiturates, alcohol) that
may or does interfere with normal functioning.
Psychologicsi dspendence is considered to exist
when the constant, excessive use of a drug becomes
a central factor in the individual's life pattern,
sometimes in such a way as to interfere with his
normal personal and social functioning. Physiologi-
cal depercisnce is considered to exist only when
withdrawal from the drug creates severe withdrawal
symptes. An individual may be psychologically
dependent without necessarily being physiologically
dependent.

E

Ear Infection (Repested)—A chronic condition re-
sulting from infection of the middie ear.

Epilopsy—A disturbance of the brain, often chronic.
The disease is characterized by one or more of the
following symptoms: Paroxysmally recurring im-
pairment or loss of consciousness, involuntary ex-
cess or cessation of muscle movements, psychic or
sensory disturbances, and perturbation of the
autonomic nervous system.

F

Foreign Body—Maiter in a place where it would not
ordinarily be, eg., a splinter of wood in the finger, a
bean in thae nose.

G

Gastro-intestinal Condition—A condition relating to
both stomach and intestine.

Gonorrhsa—A contagious inflammation of the genital
mucous membrane caused by the gonococcus.
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H

Heart Dissase—Any malfunctioning of the heart caused
by one or more conditions.

Hematocrit Test (HCT)—A test to establish the relative
proportions of cells in whole blood.

Hemoglobin Test (HGH)—A laboratory test to identify
the presence, extent, and/or condition of hemo-
globin in a liquid such as urine or blood,

Hemophilia—A condition characterized by failure of
the blood to clot, and manifested by profuse and
uncontroliable bleeding even from the slightest
wounds. Hemophilia is inherited by males through
the mother as a sexdinked character.

Hernia—A protrusion of an organ or part through
connective tissue or through a wall of the cavity in
which it is normally enclosed,

Hypoglycemia—A condition produced by a low level of
glucose in the blood due to excessive utilization of
sugar or interference with the formation of sugar in
the liver,

i-J

infectious Hepatitis—An acute viral inflammation of
the liver characterized bv jaundice, fever, nausea,
vamiting, and abdominal discomfort.

lodine Allergy~A condition of unusually high sensi-
tivity to iodine, which may produce considerable
physical disturbance,

K

Kidnay Diseasa—An infection or malfunctioning of one
ar both kidneys,

L

Lead Poisoning—Chronic intoxication produced by the
absorption of lead into the system.

Lsukemia—A malignant disorder of the blood in which
the white cells develop abnormally.

M-N-O

Meningitis—Iaflammation of one or more of the
membranes that envelop the brain and spinal cord,
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with orthopedic, mental, and/or emotional diffi-
culties common.

Mononucleosis—A condition of abnormal increase in
the number of mononuculear leukocytes in the
circulating blood.

Mumps—An acute contagious viral disease marked by
fever and swelling of the parotid gland located near
the ear.

Muscie Imbalance~A lack of equilibrium in action of
the external muscles of the eye, which may cause
the eye to diverge outward, upward, inward, or in
any direction in which one or more muscles may
patl,

Muscuiar  Dystrophy—A  progressive  degenerative
disease of the muscles.

P-Q

Penicillin Allergy—A condition of unusually high sensi-
tivity of penicillin, which may produce considerable
physical disturbance.

Pertussis (Whooping Cough)—An infectious disease
especially of children caused by a bacterium
(Bordetalla pertussis) and marked by a convulsive
spasmodic cough sometimes followed by a crowing
intake of breath.

Phenyleketonuria (PKU)—A rare genetic anomaly in
man marked by inability to oxidize phenylpyruvic
acid and resulting in severe mental deficiency.

Pneumonia—A disease characterized by inflammation
and solidification of the lungs caused by infection
or irritants.

Poliomyalitis—A virai disease causing inflammation or
destruction of that part of the spinal cord from
which arise the nerves controlling motion of the
muscles.

Pregnancy—The condition of being pregnant.

R

Rh Negative Blood—One of the blood types.

Rhesumatic Fever—An acute disease occuring chiefly in
children and young adults, characterized by fever,
inflammation and pain in and around the joints, and
inflammatory involvement of the heart.

Rubeila (German Measles)-A contagious disease
characterized by a rose colored rash or eruption.

Rubeola (Measles)—A contagious disease, charac-
terized by fever, chills, skin eruption, nasal
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discharge, and frequently bronchitis, causing cough
and frontal headache.

S

Serological Test for Syphilis (STS)—A laboratory test
in the blood serum of a patient for diagnosing
syphilis. See Syphilis.

Sickle Csil Anemia—A hereditary, genetically de-
termined hemolytic anemia occuring usually in the
Black/Negro, characterized by neuralgia or pain in a
joint, acute attacks of abdominal pain, and ulcera-
tions of the lower extremities.

Sickle Celi Test—A blood test to identify the abnormal
hemoglobin causing sickle cell anemia.

Sickle Celi Trait—A state of sickle cell anemia, usually
withcut symptoms.

Small Pox—An acute infectious disease caused by a
virus and characterized by generalized body erup-
tions and fever.

Snelien Aiphabetic Test—A test for vision using a chart
made up of lines of letters, drawn in various sizes
according to the Snelien scale.

Snellen llliterate “E” Test—A test for vision using a
chart made up of lines of symbols similar to the
letter E, drawn in various sizes according to the
Snellen scale.

Syphiiis—A veneral disease caused by spirochete and
characterized by a clinical course in three stages
continued over many years. Syphil s has both acute
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and chronic stages. It may be passed to an unborn
baby by its infected mather, and is then known as
“congenital syphilis."

T

Tetanus—An acute infectious disease characterized by
spasms of voluntary muscles especially of the jaw
and caused by the specific toxin of a bacillus which
is usually introduced through a wound.

Tuberculosis—An infectious disease caused by the
tubercle bacillus, which is especially prone to invade
the tissue of the lung and the lymphatic system.
(The spleen, kidneys, liver, intestines, bones, joints,
and brain less frequently become infected.)

U

Ulcer—A bieak in skin or mucous membrane with loss
of surface tissue, disintegration and necrosis of
epithelial tissue, and often pus.

Urological Condition—An abnormal condition of the
urinary tract in both male and female and with the
genital organs in the male,

V-W-X.Y-Z

Visual Perception—The conscious mental registration
of a visual stimulus.



Appendix A

STUDENT INFORMATION SYSTEMS:
PRINCIPLES AND GUIDELINES

This appendix provides some guidelines for school
administrators and others in the design and implemen-
tation of systems and procedures for collecting, main-
taining, and disseminating student data.

Because the size of school districts and colleges
ranges from under 100 to over 1,000,000 students,
their requirements for information vary. Their needs
vary not only according to size but by State and by
individua! managerial styles as well. For this reason,
each school system or institution—or a district in
coliaboration with its State education agency or other
school districts—must design its unique data system to
meet its own particular requirements. ‘

Several basic principles are set forth below which
can be useful to designers of data systems in all
educational agencies. As a further guide, illustrative
records, reports, and systems flow charts are presented
for two methods of handling data—for manual pro-
cessing in which all data are recorded and retrieved by
hand, and for use of an advanced computer, with data
being stored in computer memory and manipulated
and retrieved by electronic equipment. For a more
comprehensive discussion of information systems, the
State education agency and many libraries can recom-
mend pood literature on the subject.

The necessity of safeguarding the confidentiality of
student data must be kept in mind at all times, when
the information system is being desigred as well as
when it is in operation. Considerations about confi-
dentiality are discussed in greater detail in chapter II.

THE NEED FOR A STUDENT
INFORMATION SYSTEM

The systematic collection, maintenance, and dis-
semination of student information, which is both
current and accurate, is of importance in the basic
areas discussed in appendix C, namely:
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o Curriculum development and instructional
planning

e Student services

* Administrative records and reports

o Research and evaluation

Every school system is raquired to keep certain student
records in these areas, to prepare reports gbout these
records for local, State, and/or Federal authorities at
regular intervals, and to prepare additional special
reports which present particular items of student
information to these authorities. it is much easier to
compile and present these reports if information is
gathered systematically and kept ready for convenient
retrievai. For example, a report on the attendance of
students invoived in a special project as compared tc
general attendance can be easily produced if a regular
system of collecting and filing attendance data is
coordinated with a record indicating the program in
which the student participates. Without an effective
system for gathering, storing, and collecting these data,
requests for special reports necessitate excessive axtrs
work, often in a short time period, and many timas
lead to the development of inaccurate, incomplete
statistics.

The maintenance of an extensive, accurate, and
current base of student information is essential to a
school concerned with student development—physical,
educational, vocational, and/or social. The progress of
a student in any of these areas is the result of many
factors, some within the school system, some outside
it. Since his present condition is, in great measure, a
result of previous experience, information regarding
these earlier experiences as well as other data are
essential to the educator who would plan and monitor
the student’s progress.

The development of a good curriculum, good
instructional materials, and good instructional pro-



134

cedures is closely related to student development.
Planning an instructional program relevant to the needs
of the students, the school, and the community
requires massive quantities of data. The advantages of
having these data in a systematic, current, easily
accessible data base or bases is cbvious.

Systems for processing student data have much in
common with other information systems. Basic data
must be collected and recorded, records must be
created and maintained, information must be reported
to authorized parties, and obsolete data must be
removed from files. Consequently, this appendix em-
phasizes principles of design that app.y to all or most
information systems. Descriptions are provided of
various techniques and types of equipment that can be
used in processing student recerds, and examples are
given of representative records and forms currently
being used.

However, there is great diversity in State and local
data requirements, as well as in management ap-
proaches. For this reason, no sinjle student informa-
tion system can be applicable to all schools in the
United States.

DEFINITION

An information system can be defined as "‘a set
well-defined rules, practices, and procedures by whica
{individuals), equipment, or both are to operate on given
input so as to generate information satisfying specifica-
tions derived from the neads of given individuals in a
given (administrative) situation.”’! Every organization
from the largest corporation or government agency tc¢
the smallest local school system or school, has some
form of information system. In many instances, it may
not be adequately documented (or completely under-
stood by all the individuals using it). In attemptina to
prevent this situation, a procedure referred to as
’sysiems design’ frequently is implerented, beginning
with defining the overall objectives of the information
system and then establishing policies and p: actices that
will satisfy these objectives.

Much of the current literature orn systems design
concentrates on deveioping computer-pased informa-
tion systems. The basic principles of design apply
equally to large computer-based systems and more
modest manual systems. A manual system that has

L Heany, Development of Information Systems, New York
City: Ronald Press, 1968, p. 7.
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been well-conceived and designed can, if conditiois
warrant, be converted to one which is computer-
oriented with a minimum of difficulty.

PRINCIPLES OF SYSTEMS DESIGN

There are several basic principles that should be
followed in developing an information system. These
are general in nature and serve as a framework on
which a successful system can be built.

Objoctives.—The first step in systems design is to
define the objectives of the total information system.
These objectives should be stated in terms of improved
operating effectiveness, reduced cost, or compliance
with regulatory external requirements. As far as pos-
sible, they should be capable of impartial measure-
ment. Specific objectives will be discussed later in this
appendix. After the objectives of the system have been
established, it is possible to determine the information
needed, the processing required, and the timing and
frequency of reports.

Central data base.—The concept of a central data
base is essential to an information system. A data base
can be defined as a reservoir of up-to-date information
pertaining to a specific subject or function. It is usually
thought of in connection with computer processing.
Conceptually, however, a data base could just as well
be an indexed file containing typed or handwritten
documents that are manually accruec snd updated.

The data base should contain all of the information
pertaining to a subject that is required by the school
sysiem. Without a central data base it is necessary for
many different operating units to maintain separate
files relating to the same activities. In the case of
student records, for example, the school office, the
teacher, the counselor, the attenda..ce officer, the
health service, and the transportation department
might each maintain a record on the same student. This
duplication causes additional clerical work and often
results in inconsistent files. With a central data base
there is a single authoritative reference point for all
necessary information.

This does not mean however, that a// student data
need be in a single file, but that all data pertaining to a
subject be cross-referenced and readily accessible from
a central point. Additional comments about the inter-
relatedness of files is included in the section on
modular design, page 135, and in the section on data
base management, page 143.
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Standardization and simplicity.~Standardization
and simplicity are cheracteristics of good design. In
general, the same basic information should be main-
tained about all students, with standardized definitions
used to avoid inconsistency and ambiguity. The use of
coded information is essential to computerized sys-
tems. In manual systems it can reduce clerical effort
and storage requirements. Simplicity is of utmost
importance in designing an effective system. Compli-
cated forms and complex coding structures should be
avoided. Reports genr. ated by the system should carry
meaningful headings and be completely understandable
to the individuals using them.

Modular design.—Another important criterion of an
effective system is modular design. Any information
system is composed of a number of subsystems or
modules. A studeat information system, for example,
might include an attendance module, a mark-reporting
module, 3 health module, and a transportation module,
as well as a number of other modules pertaining to
specific uses of student information.? A graphic
illustration of the modules or components of a student
information system is shown in figure A-1 on page 136.
The overall information system should be designed so
that modifications can be made to individual modules
without affecting the rest of the infurmation system.

Often it will be impractical for a schooi system to
implement at one time a complete student information
system. By using a modular approach to system design,
it is possible to implement only portions of the
information system, as is currently practical. At a later
date, other modules can be added to the system
without requiring a complete redesign.

Documentation.—Any information system should
be supported by up-to-date, comprehensive docu-
mentation. Such documentation is necessary to insure
that all affected personnel understand the purpose of
the system and know how to use it. It aiso provides a
standard against which system modifications can be
compared. Finally, it provides an invaluable tool for
training new employees. Documentation should in-
clude:

o A statement of policies under which the informa-
tion system operates.

2 The student information system might, in turn, be a module
of an overall administrative information system.
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o Examples of the forms used to gather informa-
tion for the system, with an explanation of how
they are to be used.

o Examples of reports generated by the system.

e Examples of all coding structures used by the
system with an explanation of their meaning.

o A set of cierical procedures write-ups, expiaining
in 2 step-by-step method how a particular task is
to be performed.

o Procedural flow charts diagramming the data flow
through the system.

A computerized information system in addition to
the items listed above should be supported by the
following documentation:

e Card format layouts

o Tape or disk file layouts
e Program narratives

o Program listings

Examples of such documentation are shown in figures
A-2 to A-7, beginning on page 144,

OBJECTIVES OF A STUDENT
INFORMATION SYSTEM

The first step in designing a student informgtion
system is identifying the objectives of the system.
This frequently presents a problem. In many in-
stances, the overall student information system is so
broad in its scope that objectives developed for it are
too general to serve as a guide for detailed pro-
cedures. A solution to this dilemma is to consider the
student information system as a collection of mod-
ules or subsystems (see figure A-1). Each of these
subsystems is essentially independent, but coordinated.
Since each subsystem is limited in its scope, a set of
very specific objectives can be developed for each sub-
system.

Basically, objectives define the results expected
from the subsystem. They may be very prosaic, such
as providing required data for a mandatory report, or
more complex, such as providing a basis for pro-
jecting future enroliments by school. Objectives
should be developed by educators directly responsible
for each functional area, and reviewed by the indi-
vidual responsible for system design. They should
describe system output in measurable or observable
terms and should describte any constraints upon the
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system. The following checkiist indicates questions
to be considered when establishing systems objec-
tives:

e What is the principal function of the subsvstem
under consideration?

¢ What information is required for the effective
performance of this function?

e What are the specific, operational uses of this
information? How will its availability improve
operations?

e What is the source of data? How can they be
collected? .

e What time requirements are placed upon the
cotllection and dissemination of these data?

e s it possible through design of the system to
reduce pertonnel, equipment, or outside service
costs?

The answers to these questions will provide a basis for
establishing subsystem objectives. Once these objec-
tives have been formulated, the system designer can

-begin to plan for obtaining information that can : :et

these objectives most effectively.

ALTERNATE APPROACHES TO A
STUDENT INFORMATION SYSTEM

After establishing the objectives of the student
information system, school administrators must choose
between a number of approaches, including the fol-
lowing sets of alternatives:

1. Design an entirely new system, OR, modify and
standardize current procedures. In some in-
stances, existing procedures are so fragmented
that nothing short of a completely new and
different system can satisfy the objectives.
Often, however, conversion to a new system can
be greatly facilitated if famiiiar forms and
reports are r.tained. The designer must deter-
mine:

¢ If any forms or reports are superfluous and
may be eliminated.

¢ If any portions of the present systems can be
eifectively incorporated into the new system.

2. Develop a manual system OR, a computerized
system, OR, a combination of the two. In a
manual system, information is recorded and

posted by hand. The data base consists o7
printed records in a file cabinet. Reports based
on the information contgined in this file are
compiled by clerks using worksheets and desk-
top calculating machines. A manual system may
be appropriate for small schonis or school
districts because it requires no speciaiized equip-
ment and can provide adeguate student records.
For more than & few thousand students, how-
ever, 8 manual system may be unwieldy and
inefficient, Modern compurerized systems pro-
vide faster processing, greater accuracy, and
the ability to categorize and summarize much
more data than manual systems. The cost of
develuping and maintaining a full c.. ?Juter
system has, in the past, discouraged many
schools and local education agencies from
acopting this aption. In recent years, hcwever,
the development of shared computer centers
serving a number of local schools and spencies
has made it possible for many small schools and
agencies to enjoy the advantages of computer
processing.

3. Develop a system tailored to a specific agency,
school, or institution, OR, adapt a generalized
system deveioped by an outside source. Every
education agency, school, and institution has
cortain unique characteristics. There is often a
iemptation to develop a compiletely new infor-
mation system designed around these character-
istics. While such an approach may produce a
system precisely fitted to the specific situation,
it tends to be expensive and time-consuming.
Furthermore, thers is no guarantee that the
resulting system will be demonstrably superior to
other, aiready existing systems that could be
adapted to an agency's particular needs Before
starting the design of a student information
system, it is well to investigate systems currently
in use elsewhere to determine if one of these can
be applied.

No matter which alternative is chosen, the basic
elements of the student information system remain the
same. These are:

¢ A student data base (in one or more files)

e Procedures for ccllecting student data

e Methods of updating the data base

o Methods of generating regular reports from the
data base
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e Procedures for retrieving specific items from the
data base

The following sections of this appendix describe how
these elements may be combined in a manual system
and in a computerized system. Considerations relating
to sateguarding the confidentiality of student records
are presented in chapter Ii.

MANUAL SYSTEM

Manual Systems Data Base.—In 3 manual infor-
mation sysiein, the data base consists of handwritten
v iyped documents containing student information
filed in some established sequence. The first tasks of
the systems designer includes determining the record
content and designing record forms for the data base.
The student record conceivably could be a single
document that includes all the information maintained
about the student; it may be a jacket or folder
containing a number of components; or it may be
several documents in various locations. A single docu-
ment has the advantage of compactness and com-
pleteness. Its greatest difficulty is in the area of
accessibility. A folder or jacket is bulkier than a single
torm and somewhat more difficult to control. On the
other hand, portions of the record may be removed
from the folder for investigation or updating without
removing the full record from the file. The convenience
of some users may be served by having several
documents loce*ed close to the persons responsible for
them or using them frequently, ensblinn_thase persons
to enforce appropriate measures for confidentiality.
(Figure A-8 on pages 150 to 158 shows an example of
a manual student record; this example 1$¥ricluded for
illustrative purposes only and <d~es not necessarily
imply a recommendation.)

Student records ‘n a manual system generally are
maintained in file drawers or file cabinets. The wide
variety of files available tooay will accommodate
various sizes of documents and fit almost any room
space. The records in these files are usually kept in
student name or student number sequence. it is often
desirable to establish separaie cross-reference index
files to provide an easy way of accessing the data base
by an item of information other than student name or
number. For example, a file of index cards thst contain
a street address and the names of students living at that
aJdress can facilitate the task of extracting data on a
demographic basis.

149

Collecting Student Data.—A student’s record is
established during his first official contact with a
school system. In most cases, this occurs when
the child is enrolled in kindergarten or grade 1. The
individual collecting this information may be the
school clerk, teacher, principal, guidance counselor, or
admissions officer. It is extremely important that
sufficient and accurate information is collected at this
time. A standardized enrollment form, cesignating the
information to be collected can help to ensure that all
needed information is coliected. (Figure A-9, page 159,
shows an example of an enrollment form for an
elementary or secondary school.)

As it is impurtant to collec: complete and accurate
information, it is equally important to keep the records
up-to-date. Information systems should be designed to
do this, including procedures for reverifying transcript
data when a student enters from another school.

When a student enters one school system from
another, basic student information must be obtained
from two sources: the student or his family, and the
sending school. However, problems may exist:

e School officials may permit students to enroll
without obtaining any information from their
previous schools.

o Schools requesting student records from & “send-
ing"’ school may receive inadequate data or no
information.

e Schools requesting student records may receive
them after an excessive lapse of time.

e Courses listed on the record may be abbreviated
or coded to the extent that the receiving school
has difficulty interpreting the student’s academic
record.

e An explanation or description of the specific
marking system used may be missing.

State and local education agencies may wish to give
serious consideration to a standard transmittal record
for use in transferring student record information.
Figure A-10, page 160, illustrates such a form. This
information is drawn from the student file, with the
student (or parent) receiving a copy to be presented
when enrolling at the new school.

The receiving school uses the transmittal record to
determine initial placement. Additional information
may be requested from the sending school by use of a
post card (see figure A-11 on page 161). Information
of a confidential nature concerning the student is sent
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only when it is believed to be in the best interests of
the student, and if approved by the student (if of age)
or a parent.

It is recognized that the sending school is not aiways
notified when a student isaves. For those students who
withdraw without receiving this standard transmittal
form, a request for student recards shauid be sent by
the receiving school, as is usual in current practice.

The general acceptance of the terms and codes of
this handbook by schools throughout the United States
could facilitate the interpretation of interdistrict trans-
fer information from both manual and computerized
information systems.

Maintaining the Data Base.—Throughout a student’s
academic career, a record must be maintained. New
information should be added to the record when
obtained, and inforniation that is no longer relevant
must be deleted. These changes are initiated from
many sources. Grade and attendance reports are
submiitted by teachers or instructors, reports of student
activities by faculty advisers, and health reports by the
school nurse or physician. Psychological evaluations
can be submitted by guidance personnel. All of these
data must be converted to a standard format and
incorporated into the student record.

Regardless of where a change is initiated, a par-
ticular individual or depaitment is usually given the
responsibility of incorporating this information into
the student record. On the glamentary level, the
classroom teacher usually has this responsibility. On
the secondary level this function is usualiy performed
by guidance personnel. The community or junior
college usually assigns this responsibility to the regis-
trar.

Change information should be recorded initially on
& standard form. This form should indicate the date,
source of the data, and the individual recording it. The
form may be muiticopied, allowing one copy to be
filed at the source location and the other copy to be
used in updating the student record. if the data base is
composed of jacket- or folder-type records, the form
itself may be incorporated into the jacket or folder. If
a single document racord is being used, change data
must be transcribed to the record. Tiiis posting can be
done by the office staff or by the initiating educators,
who come into the central office for this purpose. Both
of these methods have some disadvantages. Tha first
creates a burdensome clerical task for office personnel.
The sacond can result in several educators requiring

access to a record at the same time. This situation can
be easad through the use of adhesive-backed ‘‘labels.”
Change information can be typed on the label at the
source location. The iabel is then sent to the central
office, where the label is affixed to the racord.

The infarmation system requires careful monitoring,
though there is 8 tendency to devote less attention to
monitoring the student data base tnan to gathering
information for it. Monitoring should provide for
rogular assessments to make certsin that all pertinent
data are being gathered and that they are accurate. For
example, new staff inembers may not know that an
update of the student’s record must be made to
incorporate program changes. Yet without such infos-
mation, wrong information could be sent to a college
or prospective employer, and the student’s chances of
being accepted for entrance or empioyment might be
harmed. Such monitoring shouid aiso provide for
periodic chaecks to ascertain which data could be
discarded from a student's file as irrelevant or no
longer pertinent. For example, some schools require
that samples of the student’s work be kept in file.
These samples mgy well be relevant data for those
involved with the student during the year in which the
work was done or perhaps in the year or two
immediately thereaftar. There is little justification,
however, for carrying this information in the record
indefinitely. A definite policy covering the retention
period of records and information items should be
established (see chapter |1).

Generating Reports from the Dsts Base.—-The stu-
dent data b.se provides an inclusive, up-to-date re-
pository of information pertaining to students in the
school system. As such, it can provide the basic data
for many periodic report: required by the school. In a
manual system, required information must be tran-
scribed manually from the record to a report work
sheet. If individual student records are removed from
the file in order to extract information for a report,
control procedures must be developed to ensure that all
records are returned to the file. A good rule to
establish is that all records must be refiled before the
end of each day.

Retrieving Specific items.—The process of retrieving
information pertaining to a specific student from the
data base is essentially a matter of looking up the
appropriate record in the file and copying the infor-
mation. The data base is usually arranged in student
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name or number sequence to facilitate locating the
records of specific studants. Cross-reference files can be
used to facilitate locating a record by some category
other than the file sequence category. ror example, if
the fiie is arranged by number, a separate file of 2" x
5" cards could be established, containing student name
and number, arranged in name sequence. If an infor-
mation request shows student name but no number,
the name card can be found in the card file. The
student number shown on this card can then be used to
locate the proper record in the data base.

Because of the confidential nature of much of the
irformation in the student data base, access to this file
should be limited to authorized personnel. If possible,
information requests should be forwarded to a merber
of the central office staff who i authorized to work
with the data base. If the request is in order, this
individual will 'ook up the record and report the
desired information to the requestor.

One procedure for nrotecting confidertiality in-
voives the use of an Information Requisition (figure
A-12, page 161). This form should be filled out in
duplicate, signed by the individual requesting the
information, and, as required, signed also by tf 2 sevson
authorizing the use of the information (e.g., parent,
student, originator of record or his department chair-
man). The requisition is sent to the central office,
where the requested information is transcribed from
the record to the requis..on. The original copy of the
requisition—with the in‘ormation—is sent to the
requisitioning source. The copy of the requisition is
filed, either with the record or separately. In emer-
gencies, some informaticn might be transferred by
telephone, but an Information Requisition should be
filled out after the fact :0 document the access to the
student record. (The issue of confidentiality is dis-
cussed in detail in chapter 1)

COMPUTERIZED SYSTEM

Computerizad System Data Base.—In a computer-
ized information system, the student data base is a file
or files of data stored on magnetic tape or magnetic
disk. In many large or medium-sized schools, the
student data bace is the largest file processed Ly the
computer. A studant record containing 24 of the
information rquired for 2 student .nformation system
could cxceed 1,000 characters in length. Figure A-13
on page 162 illustrates the contents of a computerized
student record utilizing the recommendations in
chapter |V for a basic student record.

STUDENT/PUPIL ACCOUNTING

File size is an important consideration to the
systems designer because, in most computer systems,
internal memory and disk storage are limited. In
tape-oriented systems, larger files generally take longer
to process. There are several techniques for reducing
file and record size. These include:

> Extensive use of coded data.

e Use of varizble length records.

e Subdividing the data base into crtegcries based
upen the impertance of the data.

¢ Subdividing the data base into several files based
upon functional areas.

In a computerized system, cr<ded data provide the
advantage of requiring a minimum of file space.
Although only the data code is stored in the record,
the computer can be programed to print the full
description of the item on computer-generated reports.

Not all records require the same amount of data.
The record of a kindergartener, for example, "} aot
contain as much informatic~ ~: . record of a high
schanl sac’2y, ¢ ali records iri the data base are of the
same length, many records will contain a large number
of blank fields. This can be prevented by the use of
variable-length records increased programing efforts.
first portion {high order) of each record contains basic
information applicable to ali students. The remainder
of the record contains only data pertinent to that
specific record. In earlier computers, the use of
variavle-length records increased programing efforts.
With the powerful operating systems available today,
however, a variable-length record format imposes no
particular problems to the programer. .

In some student inform.ation systems, the data base
is subdivided according to the impurtance of the data.
Essential information that pertains to all students is
kept in one file. A second file is established that
contains all optional infrrmation. Most of the time, it
is necessavy to process only the first file in order to
generate nece:sary reports.

A someawhat similar technique is to divide the data
base into a number of tiles based upon functional area.
For example, there might be an attendance and grade
reporting file, a family information file, ana a student
health information file. All of these filec are related
through the student number.

Collections of Information.—In a computerized
information system, newly collected data must be
converted to computer-readable form before they can
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be used to update the data base. The must common
method of doing this is by key punching. Because this
process invoives an additional transcription cf data, it
is subject to the possibility of clerical error. Among the
techniques developed 1o minimize clerical orrors are
the following:

e Forms design. Whenever possible, data should be
recorded initially on standard forms. Data should
appear on tire form in the same sequence as they
are to be keypunched, i.e., the first item to be
punched should fall in the upper left portion of
the form, with subsequent items sppearing from
left to right and from top to bottom of the torm.

e Coded data. All coding should be done prior to
‘key punching. The keypunch operator is con-
cernéd with quickly and accurately transcribing
what is seen. If the operator is asked to analyze
and code data, both speed and accuracy will be
diminished.

o Self-checking numbers. The selfchecking num-
ber is used \or protecting against imispunching or
transposing a code number such as student
number. In this method, the rightmost digit of
the code number, called the check digit, is a
calculated digit derived from the other digits of
the codz. The formula for caiculating this digit
can be incorporated into the computer program
that initially reads the card. The computer will
calculate the check digit and compare it with the
digit a!ready punched in the caid. if the two do
not agree, the code number probably was incor-
rectly punched.

e Key verification. This is a technique for verifying
key punching accuracy. The punched tabulating
cards are fed again into the key verifier and the
data are keyed again from the source document.
The verifier compares the data being keyed with
the data aiready punched into the card. If there
is any discrepancy, the machine locks and a light
cnmes on indicating an error.

These methods are generally used in combination to
insure the accuracy of key punching.

Another method of converting data intc computer-
readable form is through the use of optical-scanning
squipnent. There are two major categories of optical
scanning:

o Mark sensing.
e Optical character recognition.

1M

Mark sensing uses a mark in a specific position (or
box) of a form to record data for an information item.
The form containing these marks can be read by a
mark-sensing device and the information marked can
be transferred directly into the computer, or converted
to punched cards 2r magnetic tape for additional
precessing later. The design of the mark-sense docu-
ment is extremely important because each poscible
position of the document can be ustd as a data
position. Two drawbacks of the mark-sensing method
are:

e The coded information s often unintelligible to
an untrained observe;,

e The ability to record alphabetic data is severely
limited.

Optica! character recognition equipment is able to
read documents printed with a special type font and to
transfer the printed information directly to the com-
puter. Some of this equipment is capable of reading
hend-printed information if the printing conforms to a
specific format. This type of equipment is expensive
ard requires a large volume of transactions for
economic justification. Both of these techniques enable
the computer to accept directly the originally recorded
data. Thus, a clerical operation is eliminated and the
chai .. of transcription errors is diminished.

Data terminals are being used increasingly as data
input devices. A terminal is an input-output device,
conrected by dedicated lines or normal teiephone
circuits to the computer. Informatior: keyed into the
terminal can be transmitted over these lines to the
computer. The computer can also transmit information
to the terminal, where it may be printed or displayed
on a cathode ray tube. This permits interaction
between the individual entering the data and the
computer. The computer, for example, could be
programed to transmit and display on the terminal,
instructions for entering data correctly. Because the
use of a terminal gives the user direct access to the
computer memory and, in many cases, to the data
base, it is nezessary to develop safeguards to prevent
unauthorized individuals from accessing confidential
intformation and to guard against unwarranted modi-
fication of file daia.

No matter how source data are converted to
computer-processible” form, steps must be taken to
insure that all the data are read, and read correctly by
the computer. Generally, input records arz accumu-
lated and transmitted to the computer in a batch. The
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originating individual shouid count the number of
records in the batch, and accumulate the total quanti-
tative fields in the document. When the batch is first
processed, the computer should accumulate the same
totals. These must be balanced to the original totals
before processing can continue.

Updating the data base. After data have been
collected and converted to ‘‘computer-processible”’
form, they are read by the computer for the purpose of
modifying the data base. Before being incorporated
into the data base, the computer should tharoughly
edit all data in the incoming record. This edit should
ascertain that all necessary data fields have been filled
and that the data are reasonable. For example, a date
of 731032 would indicate an error in the record. Often
this editing step 1s combined with thie accumulation of
control totals as described in the previous paragraph.

When the data base is modified, the computer
should print a report showing the changes made.
Records added to and deleted from the data base
should be printed in full. If an adjustment is made to
an existing record in the data base, the record should
be printed as it was before the adjustment, and as it is
Jfter the adjustment. This list provides visual evidence
of any changes to the data base. In many systems, the
date of the last change to a recoid is recorded in the
record. This assists in tracing changes in any specific
record to their source.

Generating reports. The ability to generate reports
by analyzing, resequencing, or summarizing the data
bank is one of the greatest advantages of a com-
puterized information system. In many systems, how-
ever, the ease with which reports can be produced has
led to a virtual »~lanche of paper generated by the
computer. A well-desigrad systern is economical in the
reports it produces. Wherever possible, reports should
be exception-oriented, i.e., show only those items that
are exceptions from normal and thus require adminis-
trative attention.

All reports produced should be readable. Column
headings should be printed describing the data in the
column. Wherever possible, coded data should be
converted, on the report, 1o their word description.
For exaiple, 3 student’s sex may be coded in the data
base record as 1 or 2. On the report it could be printed
as MALE or FEMALE.

With the establishment of a student data base, there
may be a demand to prepare many stzatistical analyses
of the information in the data ~ase. Most of these will

STUDENT/PUPIL ACCOUNTING

be nonrecurring studies. Many information systems
have provision for producing this type of report in a
genevalized format, merely by defining certain standard
specifications to a generalized report generation pro-
gram. Thic ;educes programing effort and facilitates
fast response to information reguests.

Retrieving specific information. One of the ob-
jectives of most student information systems is to be
abie to quickly retrieve information pertaining to a
specific student. Most computerized systems provide
for very fast retrieval of information. It must be
remembered, however, that fast retrieval has its cost. A
system that could provide immediate access to ali items
of student information at any time would, in all
probability, be excessively costly in terms of equip-
ment and programing effort required. The essential
questions are:

e How quickly is an information item needed?
e How often does this need arise?

The need to review a student’s academic record rior
to a counseling conference can be anticipated in
advance and probably does not require immediate
access to the data base. On the other hand, the need to
know if there are any religious restrictions on per-
forming an emergency operation on an injured student
is critical and demands immediate response. Hopefully,
however, this would be such an unusual occurrence
that the interruption of normal operations in this
situation would not cause continuing problems.

Most computers with magnetic disk files have the
capability of interrupting a program in operation and
inquiring into a file stored on magnetic disk, thus
providing access to confidential information in the data
bank. Some techniques for safeguarding confidantial
information by restricting access to student data are
included in chapter I1.

Shared computer. The small or medium-sized school
or school systemi often has difficulty in justifying the
cost of its own computer for use with student data.
Many such school svstems are able to share in the use
of a computer with other school systems. Under such an
arrangement, a data processing center is established todo
all of the computer processing for a number of partici-
pating schools and systems. Such data processing centers
may be organized by the State department of educa-
tion, an intermediate school district, or an independent
authority established by a group of .ocal school
systems. This srrangement offers two advantages:
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« The data center can usually cost justify much
mure pewerful data processing equipment than
couid any individual patticipant.

e The data center can develop a larger, more
capable staff than any individuai participant.

The local school that participates in such a plan
sacrifices some individual tlexibility in systems design.
In many cases, however, this sacrifice is insignificant
compared to the equipment and staff advantages
gained through such an arrangement.

Data base management. A good concept of cata
base management is illustrated in figure A-14 on page
163.

in data base design, the user classifies the items of
information about the subject and identifies the
inter relationships. Chapters 1li and IV provide this
structure, coding, and linkages for student data. The
items of information are included ir the data base® to
make the data base a usabie resource.

The data base must be managed effectively and with
concern for safeguarding confidential data. This may
be done through the data base management system,
which consists of data management programs, direc-
tories, and indexes.

The data manogement programs provide the com-
puter routines for updating and accessing the data base
and for providing checks on the accuracy of incoming
data. The directory provides the definitions of items of
information as well as the relationships among items.
The index identifies the location of data in the data
files.

The user may normally be provided two methods of
accessing the information—batch processing by job,
and diract access through a terminal. The batch process
is used whenever the volume is high and/or the
response time is moderate. Direct access applies to
requests for data needed in a hurry, and usually
requires the output volume to be small. The dats
processing department in either case provides and
controls the methodology for accessing the data base.

One important aspect of data base management is
the handling of common data among different data
files. For maximum usability of the data, common
coding should be utilized in each file, or at least a
crosswalk provided to translate one code to another to
provide necessary linkages. Some of the areas of

3The italicized terms in this section refer to heagings of major
components shown in figure A-14.
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common data are illustrated in figure A-15 on page
164.

REVIEW OF RECQORDS

I+ is good practice to have student records reviewed
periodically to insure that they are refevant, current,
and correct. ideally, each student or his parent should
review the record and offer corrections for any
inaccuracies. In a computerized data system, a printout
of the record mav be reviewed for this purpose; ina
manual system, a copy of the record may be sent home
or the parent and/or student may be asked to review
the record at school. Lacking parent or student review,
a schoo! administrator ot teacher having good knowl-
edge about the student might be asked to review allor
portions of the record and provide appropriate correc-
tions and additions. (See also chapter i1.)

in any case, the record may appropriately include a
notation identifying each reviewer and the date of his
review.

RECORDS RETENTION

The systems designer, whether designing a com-
puter-based or manual information system, shouid be
concerned with the length of time a record or an item
of information is maintained. A standard set of
guidelines is not offered here; rather each education
agency should develop its own set of rules and
regulations depending on its data needs, loca! policies,
State laws, and requirements under Federal and State
grants. A number of factors should be considered (see
also chapter |1, pages 9 and 10):

e The student’s permanent record should accumu-
late his history of performance during his school
career, and should be maintained after he leaves
school.

o Data which have been superseded by more up-to-
date data normally should be destroyed.

e Data and information on behavior, tests, discip-
line, attendance, and the like, which couldi he of
potential harm to the student, should be de-
stroyed as soon as their usefulness in the record
t.us been served; for local school systems, these
data should be destroyed by the time the student
has graduated from high school or attained the
age of 21 years.

e Other data should be destroyed as soon as the
student has left school, has graduated from high
school, or has attained the age of 21 years.
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Figure A-2.—lllustrative Statement of Policy for Attendanca Records

Source: State Board of Education, Florida
Teacher’s Register of Attendance, 1970

STATE BOARD OF EDUCATION REGULATION
GOVERNING ATTENDANCE

6A-1.44 Pupil attendance records.—

(1) The presence or absence of all public schocl pupils shall be
determined at the beginning of the morning and afterncon sessions of each
school day. Pupils who are subsequently present shall be recorded as tardy.
All absent and tardy pupils shall be recorded in the Teacher’s Register of
Attendance or by an alternate system of recording attendance which has been
specifically approved by the director, division of elementary and secondary
education. Any alternate system shall be approved prior to implementation
only on specific application from the district for district-wide application
unless the district can justify an exception based on the unique program
offered by a particular school. A school which is on double or staggersd
sessions shall make the second official attendance check after one half of the
school day for that group of pupils has elapsed.

(2) Attendance of all pupils for at least one hundred eighty (180) days of
instruction shall be required, except for absence due to illness or otherwise as
provided by law. A pupil may be counted in attendance only if he is physically
present, or if away from school on a field trip, or other activity sponsored by
the school and under the actual supervision of school authorities.

(3) Attendarce data shall be entered daily in the Teacher’s Register of
Attendance or other record approved as provided herein. Data shall not be
recorded in temporary records, and then transferred at a later date to the
permanent record, cxcept for the first ten (10) days of each school year.

(4) The Teacher’s Register, or the approved alternate record, shall be
retained at the school unless otherwise directed by the superintendeat of
schools. Such records shall be permanent records and the superintendent shall
be responsible for their collection and safe storage at the conclusion of each
school year. The Teacher’s Register of Attendance or other approved system
of record shall be prima facie evidence of the facts which it is required to
show.

(5) The principal shall be responsible for the administration of at-
tendance policies and procedures and for the accurate reporting of atiendance
in the school under his direction. He shall assure that all teachers and clerks
are instructed in the proper recording of attendance, and it shall be his duty to
see that such instructions are followed. He shall inspect and determine the
accuracy of each register at least twice during the school year. If an approved
alternate system is used the principal shall inspect for accuracy the record
which replaced the Teacher’s Register and therefore is *he record of
attendance. The principal shall sign all attendance reporis and his signature
shall be deemed to certify that all atterdance records have been kept as
prescribed by law and regulations of the State Board of Education. An
attendance report containing any material inaccuracies, resulting from the
negligence of the principal, shall be considered a false report for which the
principal shall be subject to penalties as provided by law.
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Figure A-3.—Example of Explanation for A Student Record Form

SOURCE: Pupil Accounting for lows Schoals, p. 20

— State of wa Dapartment of Education, 1966

Pupil Number NAME e
Last Piest Widdle | " MarKal Satus —
Birth ence Verifying B lac -
-— date lm&te ]T irthplace g::t.:' Guardian
Batared Frem l Date Latest Addvens
o din_pengll)
Year Grode_Level Bchoo) Year Grade Lave) Behos) Voar Grede Level Bcbeel Veas Groade Lavel
MW‘WT‘&. T hubjess Marka |Min. (=Y Warke | Min. dinw [ Maria Thata,
1[5 | Wk |Un, 118 [Wk |Un, 3 Wk. {Un, i3 | Wk [Us.

Dam ! Tioves Ders i Dere D Tin Dare Do N
'5&'1'!-. Adsond %hhzul Alment ‘I's.u-s Pravent Ah::u h-rd‘; Praseat Aloant 'l‘u-d-y
-r Sehesl Vear 4 [ oar rede Summary of Kig atta
% tn. T [Marke Min.] | Bebiecwe [Marke, Min. St i O B et e TUs
1] 5 | Wu.|Us. 118 | Wk |Ua. 1|8 | Wk, [Us. Comm. Skila —
Forelgm Lang. Boslness Bdus. |
Math 4 Dustyib, Edeno. -
Sctence NRomemaking
- Rostal Stndies T.8 1. Edue.
Dr.aBst.Eéve. |
Art Reaith
Musie Pl Edue. |
Taduerrial Arts
1
o Mot
.Y Dars Twe Da: Tire ™
et | Arent Tardy Pressst Avpeat | Teray Proast I Tardy | APpranud by siats Dest.
Dete of I. & No. ic H. B. Bask H. 8. Aver, Marking &
v i B g Case | B A | Markine Snum T iy
Name of NHigh Bebool I Lesation

Pupil Number—Enter the individual pupil number
if numbers are assigned by your school to iden-
tify pupils.

Name—Enter the pupil's full legal name in the
order indicated: last name, first name, and
middle name. If the pupil has no middle name
or initial, enter “none.” The legal name of the
pupil should be used to identify him on school
records, to avoid possible confusion in the
future. If the last name used by the pupil is an
assumed name, enter it in parentheses immedi-
ately following the legal name of the pupil. De-
pending upon the type of filing equipment
used, the location of the items of information
identifying the pupil may appear at either the
top or bottom of the form, so that the pupil’s
name is always visible in the file.

Maie, Female—Place a check mark by “male” if
the pupit is a male or “female’” if the pupil is
a female.

Marital Status—Enter marital status of pupil if other
than single. Example: Married, Divorced, Separated,
or Widowed.

Birthdate—Enter the pupil’s dirthdate—month, day,
and year. Example: December 12, 1960.

Evidence Verifying Birthdate—Enter the title or a brief
description of the document used to verify the date
and place of the pupil’s birth. Examples: Birth
Certificate, Hospital Certificate, duly attested
Baptismal Certificate, Passport, or affidavit of
parent or guardian.

Birthplace—Enter the city, county, and the state in
which the pupil was born, as shown on the Birth
Certificate or other official document. If the birth-
place is not in the United States, give the name of
the country.

Name of Parent or Guardian—Enter the full name of the
pupil’s father, if living; otherwise enter the full name
of the pupil’s mother, or if both parents are deceased,
the full name of the pupil’s guardian.
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SOURCE: Foderal information Procsssing Standards Publication 6-1, National Bureau of Standards, U.S. Department of Commerce

STUDENT/PUPIL ACCOUNTING

Figure A4.—Example of Coding Structure for State and County

Alabama-Alsska

e the remamnder of tha Stete other then
the 10 organized baroughs Acecordingly,
** e sVRtAMS WIING tha detfiction o' the
Unorganized Borough would code the mils
tory and iIndian raservetions es 999

1970.

STATE NAME:

STATE ABBREVIATION:

STATE CODE:

CODE COUNTY NAME
001 AUTAUGA
003 BALDWIN
005 BARBOUR
007 8188
009 BLOUNT
on BULLOCK
|3 BUTLER
015 CALHOUN
a7 CHAMBERS
019 CHEROKEE
o1 CHILTGN
023 CHOCTAW
025 CLARKE
027 CLAY
029 CLEBURNE
on COFFEE
033 COLBERT
035 CONECUH
037 COO0SA
039 COVINGTON
041 CRENSHAW
043 CULLMAN
045 DALE
047 DALLAS
049 DE KALB
051 ELMORE
053 ESCAMBIA
055 ETOWAH
057 FAYETTE
039 FRANKLIN
061 GENEVA
063 GREENE
065 HALE
067 HENRY
089 HOUSTON
(e23) JACKSON
073 JEFFERSON
075 LAMAR
077 LAUDERDALE
078 LAWRENCE
081 LEE
083 LIMESTONE
085 LOW'IDES
087 MACON
089 MADISON

ERIC

Aruitoxt provided by Eic:

ALABAMAR 091  MARENGO E
Al 093 MARION
095  MARSHALL
0% 097  moBILE
099  MONROE
101 MONTGOMERY
103 MORGAN
‘35  PERRY
107 PICKENS
109 PIKE
111 RANDOLPH
113 RUSSELL
115  ST.CLAIR
117 SHELBY
119 SUMTER
121 TALLADEGA
123 TALLAPOOSA
125  TUSCALOOSA
127 WALKJR
129 WASHINGTON
131 WILCOX
r_m WINSTON
STATE NAME: ALASKA

The officie! politice! unite of Aietke ere
cetied borought There ere 10 oOrgentzed
boroughs end en unorganized borough Un
fortunetely for stat:st«Col Purposes. the or
ganiled DOroughs cover Oniy 8 very small
parcantege of the lena eres 0f the Stetes eng
heve the further giagventege of entluding
multtary ang Ind.an r@s8.ve® Ong Which Lig
within ther bounderies Conseauentiy the
unorganized borough 18 100 lecge to prov.ae
& batis for gustabie statisticol eanalyss For
these reestdong the boroughs are not ussbile
for most stetisticol purposes

The Burssu of the Census 'n conjunction
with the Stete of Aleske hag estebinhed
Centus Divisions for Alagke which provide e
more effactive bas's 1Or statistiCe! PDurposes
The Census Divis.ons ere stebie geogrephic
statisticel arpes with getined bounderies thet
encompaess the entire stete end Qéneraily
camprits the alection districts The Stete of
Alstks has requested that thesa Cencus
Divitons be utized for statatical purposes

Two sats of codes ere therelors provided
for the geopo't1icol subdivis.0ns of Argske
nemely.  the Centus Divisions end the
Boroughs The Cengus Division codes et
have 8 78'0 in the (Ow Order (iast) povtion
Also .ated next ate codes 'Or the hotoughs
Thess cah be ussd 1» those apphcat-ant hew
'ng definite requitemants to .denily these
pontical un.ts 1t shou'd be noted thet the
iow orger Position of thews .OCWs e7e atner
ther the cherecter zero Ais0 the Stata of
Alsske defines the Unorgen:zed Borough to
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STATE ABBREVIATICN: AK
STATE CODE: 0z
DIVISIONS

CODE DIVISION NAME
010 ALEUTIAN ISLANDS
DIVISION
020  ANCHORAGE DIVISION

030 ANGOON DIVISION

040 BARROW DIVISION

050 BETHEL DIVISION

060 BRISTOL BAY BORQUGH
DIVISION

070 BRISTOL BAY DIVISION

080 CORDOVA-MCCARTHY
DIVISION

030 FAIRBANKS DIVISION

100 HAINES DIVISION

110 JUNEAU DIVISION

120 KENAI-COOK INLET
DiVISION

130 KETCHIKAN DIVISION

140 KOBUK DIVISION

150 KODIAK DIVISION

160 KUSKOKWIM DIVISION

170 MATANUSKA-SUSITNA
DIVISION

180 NOME DIVISION

120 OUTER KETCHIKAN
DIVISION

200 PRINCE OF WALES
DIVISION

210 SEWARD DIVISION

220 SITKA DIVISION

230 SKAGWAY- YAKUTAT
DIVISION

240 SOUTHEAST FAIRBANKS
DIVISION

250 UPPER YUKON DIVISION

260 VALDEZ CHITINAWHITTIER
DI*/'SION

270 WAD: HAMPTON
DIVISION

280 WRANGELL PETERSBURG
DIVISION

290 YUKON-KOYUKUK

DIVISION
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Figure A-5.—Report Generated by Student {nformation System

SOURCE: Student Scheculing Handbook — Board of Cooperative Educational Services, First Supervisory District, Erie County,
Butfalo, New York, 1971.

STUDENT MAINTENANCE LOG REPORT

STUDENT STUDENT GRAQE PRIORITY RAEQST REQST REQST REQST REQST REQST REQST REQST
NUMSER NAME HOMEROOM SEX CODE 1 2 3 4 5 (] 7 [ ]
08684 TOWERS DOUGLAS P 1" 12 L 1 001 002 003 004 0085 e 007 008
08685 TWIST MARY n naz F 4 002 004 006 ooa 010 012 014

022 024 026 028 03 032 034
06790 JOHNSON GEORGE n o071 m”m n m

TOTAL OF MASTER ITEMS IN - 1828
TOTAL OF MASTER ITEMS OUT - 1939

TOTAL OF DELEYTION ITEMS - ]

TOTAL OF ADDITION ITEMS - 21 STUOENTY MAINTENANCE LOG (D820407)

TOTAL OF CHANGE ITEMS - 82

END OF STUDENT MAINTENANCE LOG REPORT The tollowing are rules which apply in making corractions on this repart:

(1) Use red pen or pencil only.

(2)  Underiine the student identitication of asch student upon which
there 13 8 changs.

(3} Print all changes, do not write in fonghand.

(4) 1t you wish 10 drop a course cade circle i, do NIt cross it out,

(5] it you wish to sdd 8 course print the new course numbar 1o the
right of the last course code printed on the list,

(8} It you wish to replace an existing course code with a new course
code, circle the existing code and print the new sourss c0d® sbove
the circlad course code.

N I you wish 10 drop a student from achaduling, draw a line through
the student s information; that is, student identification, course
requests, atc.

{8) 11 you wish 10 add » student to scheduling, print his name, st dent
number, grade, and course requests at the battom of the list.
Ramamber, you must aiso add this stucient 10 the student master
file by submutting s Student Master Record Form.

NOTE: Changes to student nama, grade, homeroom, snd sex may not
be made on this 1eport. Thess changes must be made on the

student’s master record form.

A new Student Maintenance Log is produced during esch computer run. Uss the
newest listing to maka COrractions.

O
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Figure A-6.—Clerical Procedures

SOURCE: TIES Users Mark Reporting Manual, Minnesota School Districts Data Processing Joint Board, 1970.

AREA SYS/GUBSYSTEM LEVEL| DATE | BaY
Mark Reporting 9/28/70| DMP
TITLE PAGE | REV,
Flow Chart Description B2

OPTION A

The flow chart on page B-1 shows the gereral steps of the mark reporting system. There are two options to choose
from: Option A and Option B.

The steps for Option A are:

1} TIES prepares class lists for the school. See D-2 for a sample of the form as prepared by TIES. There is &

2)

3)
4)
5)
6)

7)

8)

9)

10)

1)
12)
13)

14)

list for each class, and the lists are in sequence by teacher number.

TIES also provides blank late entry cards with the class lists. These cards allow a teacher to enter a mark
for a student who is not on the class rist. See D-5 for a sample of late entry cards.

The class lists and late entry cards are distributed to the district for its schools.
The schools distribute the materials to the individual teachers.
The teachers mark the class lists and complete a late entry card for any student not on the class list.

The school gathers the materials from the teachers and the district office transmits it to TIES via their
scanner.

TIES receives the information from the scanner and edits the materials, listing e-rors found. The errors
checked for are missing or invaiid marks and pages and parity errors caused by line noise.

There will be no checking of comments. If the input is a valid comment for that school, it will be printed
on the progress report. Otherwise, it will be ignored.

After the corrections are retransmitted via the scanner, TIES will prepare the reports that the district has
requested.

TIES forwards the auxiliary reports to schools. These may be delayed & few days due to TIES print
volume but will be based on the same data as the Progress Reports.

TIES prints the Progress Reports and Mark Audit List.

TIES sends these to the schools for correction.

Schools correct Mark Audit Lists. Corrections are input via the District Office CRT and will appear on
the next period’s Progiess Reports.

Schools correct marks on the Progress Reports and distribute to the students.
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Figure A-7.—System Flow Chart
SOURCE: T/ES Users Mark Reporting Manual, Minnesota School District Dats Processing Joint Board, 1970.

MARK
REPORTING
CLASS LISTS

LATE ENTRY
CARDS

CLASS LISTS
& BLANK
LATE ENTRY
CARDSE TO SCRQOL
A | * I
MATERIALS MATERIALS MATERLIALS

DISTRIBUTED DISTRIBUTED DISTRIBUTED
TO TEACHERS TO TEACHERS TO TEACHERS

TEACHER MARKS
CLASS LISTS
& LATE ENTRIES

TEACHER MARKS
CLASS LISTS
& LAYE ENTRIES

SCANNER

TEACHER MARKS
CLASS LISTS
& LATE ENTRIES

[ SCHOOL
o COMRECTS AND
0 AETRANSMITS

TIES RECEIVES
MATERIALS

ERROR LIST

TiES
PREPARES
M/A QUTPUT

[ , 1

AUXILIARY
REPORTS

PROGRESS

ARK AUOIT
REPORTS M v

TEACHER
CORRECTION

SCHOOL
CORRECTED
PROGRESS
REPORTS

El{fc 1€0

Aruitoxt provided by Eic:
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Figure A-9
ILLUSTRATIVE ENROLLMENT FORM

SOURCE: Sarssota County Schools, Sarasota, Florida, 1870

STUDENT LNPORMATION REPORT SARASOTA COUNTY SCMOOLE, SARASOTA, FLORIDA
O B b ]
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ILLUSTRATIVE FORM

Figure A-10

STUDENT/PUPIL ACCOUNTING

MINIMUM INFORMATION ABOUT STUDENT WHO TRANSFERS

z CTUDENT S NANE SEX DAlE Of BIRTH
=0
-
BE (PARENT S NAME CasT KNOWN aDDRESS
e
IMMUNIZATIONS :DATE IMMUNIZATIONS TDATE
2 ; :
e : :
[ 1 .
< : :
s : :
74 : :
< : ;
W . .
Z ' H
E SPECIAL PHYSICAL, HEALTH, SENSORY AND EDUCATIONAL CHARACTLERISTICS
-d
<
w
T
SENDING SCHOOL NAME PHONE DATE STUDENT W THDRIW
<]
zd
Bo
55 NUMBER & STREET CITyY STATE ZIP CODE
1737}
YEAR COURSE . GRADE OR CREDITS [Mark or § YEAR COURSE GRADE OR CREDITS [Matk o
PROGRAM OF STUDIES (Sec & Leve' of PROGRAM OF STUDIES 1Sec & Level ot
Past Sec 1 [Perform Post Sec)  |Pertorm
e am @
2
o
-
‘ m
E \J\
o /ﬁ(\ ‘\
[T
w
o
z —_—/
g x
2 ___/
c P\‘
Qo
[
o«
w
“ 1

TYPE OF MARKING SYSTEM

OTHER
hNFORMATIO

FORM PREPARED BY
.

TITLE

DATE
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ILLUSTRATIVE FORMS

Figure A-1%

XYZ SCHOOL DISTRICT
NOTICE OF TRANSFER AND REQUEST FOR TRANSCRIPT

HAS ENROLLED IN

STUDENT NAME

OUR SCHOOL ON ‘.
DATE

PLEASE SEND THE RECORD OF THIS INDIVIDUAL

v n
L |

Firure A-12

STUDENT RECORD INFORMATION REQUISITION

DATE

STUDENT NAME STUDENT NO.

INDIVIDUAL REQUESTING INFORMATION

AGENCY OR ORGANIZATION

REASON INFORMATION IS SOUGHT

INFORMATION REQUESTED

AUTHORIZATION (IF REQUIRED)

RESPONSE

172
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162 STUDENT/PUPIL ACCOUNTING

Figure A-13

ILLUSTRATIVE CONTENTS OF A STUDENT RECORD OR RECORDS -
COMPUTERIZED SYSTEM !

(BASED ON CHAPTERS 11l & V)

Field Name

Student Number

Student Name (famiy name, given name, initial)

S

Ra 1al or Ethnic Group

Date of Birth

Evidence Veritying Date ot Birth

Place of Birth

Fluency with F~ lish

Name of Male Parent

Relationship to Student

Home Telephone Number of Male Parent

Name of Female Parent

Reiationshup to Student

Home Telephone Number of Female Parent

Respcnsible Adult of Domicile

Telephone Number of Responsible Aduylt

Street Address of Student

City of Student Residence

State of Student Residence

Zip Code of Stuy- it Residence

Telephone Numbu of Student

Residency Status

Special Physical, Health. and Sensory Charactenstics
{two positions per code}

Immunization Code (two positions per code)

Name of Person to be called in emergency

Emergency Factor Code
(two positions per code)

Physician‘s Name
Physician’s Telephone Number
Standardized Test Intormation
There 1s provision for maintaining
tou: test records, each having
the same format-

Test identification number 3
Form of admimistration 1°
Date administered 6
Test results 3

Special Mental and Psychological Characteristics
{two positions per code)

Field

Suze

—
—

30

<<}
.

20°
30

Telephone Number of Person to be called in emergency 7

6

30
7
52

Mwmwggwgwwguw’s—uwmw—
) Y d

Field Name

Date ot Entiy

Type of Entry

Name ot School Previously Attended

Address of School Previously Attended

Grade Entered

Location of Instruction

Type of Class

Full Time Part Time Status

Spectal Piogiam Moditication

Number of Days ot Attendance

Number of Days of Absence

Type of Withdrawai

Date ot Withdrawal

Reason for Discontinuing School

School or System to Which Student Transfers

Course Intormation (cutrent semester only)
There s provision for maintaining
eight course records, each having
the same format

Course number 3
Credits 1
Semester 1
Year 2
Mark 2

Credits Received Prior to Current Semester
Transportation Status of Student
Ehgibility tor Transportation at Public Expense
Distance Transported
Qualitication for State Transportation Aid
1Schoolbus Route Number
Bus Stop Identificavon
Special Educational Programs

There s provision for erght

Federal, State, or other special

programs’
Program code
Eligibte 1°*
Participating 1°

Tuition Status

Field

Size

20

20
2°
1°
1
1°
2

2.

2°

30
72

ONW—=W==~n
.

4

* Codes as indicated in Chapter 1V,

1For disk or tape oriented system.

17
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Figure A-14

ILLUSTRATIVE DIAGRAM FOR DATA BASE MANAGEMENT

USER
\\
TERMINAL JoB

\_ DIRECT

ACCESS BATCH PROCESS

DATA PROCESSING
DEPARTMENT
DATA BASE MANAGEMENT SYSTEM
DATA MANAGEMFNT PROGR.2MS j
DIRECTORY
(ITEM DATA BASE INDEX
DEFINITIONS AND
RELATIONSHIPS)

174
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Figura A-15

ILLUSTRATION OF SOME COMMON DATA IN THE STUDENT

DATA FILE AND OTHER DATA FILES*

STAFF DATA

® PROGRAM (6 11 00}
e SUBJECT MATTER AREA‘ & 12 01)

FINANCIAL DATA

/l

SCHOOL ENTERED (5 17 00}

* PROGRAM (6 11 00!

SPECIAL EDUCATIONAL PROGRAM
ELIGIBILITY (B8 02 00, 8 03 OL,and 8 0 Q0)
TUITION AND FEE INFORMATION (8 08 00!

STUDENT DATA

/l

SCHOOL ENTERED (5 17 00)
GRADE ENTERED {5 21 00)
PROGRAM (6 11 00)

CCGURSE OR CLASS ASSIGNMENT

® N oo/
4

CURRICULUM DATA

This is itiustrative only, and doss not include all items which

should be common to two or more files.

e SCHOOL ENTEREOQ (5 17 00}
® ROOM NUMBER (58 31 03)
e PERIOD NUMBER (5 31 04)

FACILITIES DATA




Appendix B
RECORDS AND REPORTS ABOUT STUDENTS

Records and reports about students are defined and
described in this appendix. items of student informa-
tion also are described, and illustrative information
items and “‘measures’’ are presented for several areas of
student information. Student records and reports may
be useful in numerous educational functions and
services, as is illustrated in appendix C.

A student record, as defined for use in thic
handbook, is information about one or more students
which is kept on file for a period of time in a
claisroom, school office, school system office, or other
approved location. Frequently, the student record is
intended for the use of the person or office main-
taining the record. Thus, the record of an individual
may be maintained in one central location for the con-
venience of all persons requiring access to the record, or
it may be maintained in several locations according to
use, user, and convenience of storage facilities. Portions
of the record may even be maintained outside the school,
as is the case where student heaith records are kept by
the local public health servico.

items of student information, as identified and de-
fined in chapters !l and 1V, sarve as the basis for student
records. Other items, in addition to those defined in this
handbook, may be included in a student information
system as is necessary to meet local or State needs.

Entries in student records should indicate the date of
occurrence, the date on which a condition is observed,
the date on which the inforination is recorded, and/or
the reporting period to which the information pertains.
As new information becomes available and as changes
occur in the status or characteristics of an individual stu-
dent, appropriate entries should be made in hisrecord in
order to keep the record current. The file of student data
should be reviewed on a periodic basis, with outdated
inaccurate, ~nd unneeded data being discarded.

Some informatian in student records is of a confi-
dential nature. When such information concerns in-
dividual students, it should be made avsilable only
through professional personnel trained in its interpre-
tation and in accordance with guidelines such as those
presentad in chsapter il. When this information is sum-

marized for genergl raporting or ressarch purposes, it
should not be identifisble with any specific individusl.
A student report, as defined for use in this
handbook, is a collection of information about one or
more students which is prepared by a person, unit, or
organization usually for the use of some other person,
unit, or organization. Most reports about an individual
student or groups of students are based upon informa-:
tion obtained from the records of individual students.
The items of information in a student report
sometimes provide information about individuals, as in
response to questions regarding names of students
having specific aptitudes or abilities. More often,
however, such items are combined with the same items
concerning other students to indicate the number of
students having particular status or characteristics.
Thus, reports about students usually summarize data.
Information about a student or a group of students
can be used for reporting purposes when it includes:
(1) a designation of the reporting unit, (2) the time
factor (date or period applicable), and (3) one or more
items of student information.
Definitions for many of the terms listed below in
this appendix may be located through the index or
inferred from items in chapter V.

REPORTING UNIT IDENTIFICATION

Items of student information are used to help identify
an individual or a group, to present measures or other
information about an individual or & group, or both.

Information about the reporting unit includes the
nature and location of the unit submitting the report:

Unit reporting
State
intermediate administrative unit
Local school system
Schocl
Administration of school or school system
Public school or school system
Nonpublic school or school system
Teacher eduuation institution not included above.
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TIME FACTORS

Time factors include the following types of infor-
mation: C

Date

Reporting period or date
Division of school year (and date)

Regular school term

Summer school term

Marking period o: semester
Division of schoolday

Full-day session

Half-day session

Curtailed session

Double session

Extended-day sessions
Time of day

Daytime

Late afternoon and/or evening

STUDENT IDENTIFICATION ITEMS

jtems of information used for identification pur-
poses identify all members of a student aroup through
personal characteristics, status, and performance. These
items also may be used to set up and maintain a
continuing school census record. Among such items are
the following:

Personal characteristics
Date of birth (or age)
Sex
Type of special condition or characteristic, if any
Racial or ethnic group
School status of student
Location of student’s legal residence
Instructional organization entered
Grade entered (including ungraded)
Time status: part-time or full-time (or full-time-
equivalent enroliment)
Residency status of student
Resident
Nonresident
Identification of student’s course(s)
Subject-matter area or majc r discipline
Special student group for which course is designed
Descriptive course title
Credits (units of value) or clock-hours
Principal medium of instruction

STUDENT/PUPIL ACCOUNTING

MEASURES FOR STUDENT GROUPS

In addition to identification items, other items of
student information contain needed data about indi-
vidual students and groups of students. Some of these
items—containing terms such as “number of,” "aggre-
gate,” or ‘‘membership’—are messures of size or
quantity. Other items, obtained by computations
involving more than one item of information, provide a
basis for rough comparisons among administrative units
by eliminating factors of quantity or size. These items
frequently contain terms such as ‘‘average,” ‘‘per-
centage,” and ‘“ratio.’” A rather extensive list of
illustrative examples follows.

Census and Residence Information

Number of resident children

Average number of children per school district

Average number of children per attendance area

Resident children per square mile

Number of resident students

Students per square mile

Number of students in institutions for delinquent
children

Number of students in institutions for neglected
childrzn

Student Characteristics Information

Average age of students

Median age of students

Number of students identified as having sensory
and/or physical handicaps

Number of students identified as mentally retarded

Number of students identified as seriously em: tion-
ally disturbed

Number of students identified as socially malad-
justed

Number of students by racial or ethnic group

Entry and Reentry information

Number of original entries

Number of entries from other States

Percentage of school-age population in public (or
nonpublic) elementary and secondary schools

Percentage of age group in all schools

Percentage of age group in public schools

Percentage of age group in nonpublic schools

Percentage of total membership being provided
appropriate special education (by type of special
characteristic)
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Percentage of children with special characteristics in
special groupings and/or special schoois, by
special characteristic

Number of different students entering a given
school

Number of school-age children not in school (by
reason for not entering)

Membership information

Aggregate days membership

Average daily membership (ADM)

Membership as of a given date

Percentage of change in membership from previous
vear

txcess membership in public schools

Percentage of total excess public school membership

Average membership per school

Membership in special groupings and/or special
schools

Enroliment in both special education and regular
classes

Aggregate days attendance

Average daily attendance (ADA)

Attendance as of a given date

Percentage of attendance

Average daily absence

Percentage of absence

Withdrawal Information

Annual withdrawal rate

Number (or percentage) of students withdrawing,
by type of withdrawal

Number (or percentage) of students discontinuing
school, by:

reason for discontinuing

residence after discontinuing

age

sex

highest grade completed

racial or ethnic group

area of specialization

specific courses completed

average of marks for all courses, or specific
marks in given courses

score on given standardized tests

number of *imes retained (or not promoted)

number of cosences

specific activities in which student participated

years of education of parents

s occupation of parents

o residency status

e State, county, district, or school from which
student entered

Student-Staff Ratios

Teachers per 1,000 students in average daily mem-
bership

Student-teacher ratio (as of a given date)

Student-teacher ratio (for a period of time)

Student-instructional staff ratio (for a period of
time)

Student-counselor ratio (as of a given date)

Student-counselor ratio (for a period of time)

Counselors per 1,000 students in average daily
membership

Counselors per 1,000 students in average daily
attendance

Student-psychologist ratio (as of a given date)

Student-psychologist ratio (for a period of time)

Student-soc.ql worker ratio (as of a given date)

Student-social worker ratio (for a period of time)

Library services staff per 1,000 students in average
daily attendance

Student-library services staff ratio (as of a given
date)

Number of iibrary/media assignments per 1,000
students in average daily membership

Number of library/media assignments per 1,000
students in average daily attendance

Student-schoo! administrator iatio (as of a given
date)

Student-school administrator ratio (for a pe:iod of
time)

Administrative staff per 1,000 students in average
daily membership

Student-administrative staff ratio (as of a given
date)

Professional educational staff per 1,000 students in
average daily membership

Student-professional educational staff ratio (as of a
given date)

Student-professional educational staff ratio (for a
period of time}

Technical staff per 1,000 students in average daily
membership

Student-total staf! ratio (as of a given date)

Student-total stafy ratio (for a period of time)

Total statf per 1,000 students in average daily
membership
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Class Size
-+ ¢+ vage class size {by type of class)
\ero3ge class size (by subject-matter area or dis-
cipline)
Maximum class size
Minimum permissible class size
Range of class sizes

Jtudent Parformance information

Number of students compieting a grade

Percaentage of students making norma’ prograss

Percentage of students promoted

Number of students advanced at an accelerated rate

Number of students not promoted (or retained)

Percentage of students not promoted {or retained)

Nuinber of students completing high school

Humber of students graduating from high school

Percentage of high school graduates who completed
courses in various subject-matter areas

Percentage of students currently members of classes
in various subject areas

Number of students taking a given course

Percentage of s.wdents participating in vurious activ-
ities

Student-Finance information

Annual current expenditures per student in ADA

Annual current expenditures per student in ADM

Current expenditures par studen- ver day (ADA)

Current expenditures per student per day (ADM)

Tuition and Special Assistance information
Number of students for whom tuitioin is paid by
another school or school system to the reporting
. unit (See Unit reporting on page 165.)
Nurnber of students for whom tuition is paid by the
reporiing unit to another school or school system
Number of students receiving tuition assistance

Student-Property information
Students per acre
Student capacity of school plant
Excess membership in public schools
Percentage of total excess public school membership
Per student cost of a building

Student Transportation Information
Number of students transported to and from school
at public expense
Average daily membership of students transported
Average number of students transported
Percentage of students transported at public ex-

pense

Percentage of transported students riding a given
distance

Percentsge of transported students riding a given
time

~verage transportation cost per student transported
Number of students receiving room and/or board in
lieu of transportation

School Lunch Information
Average daily number of st.dents participating in
national lunch and/or breakfast programs
Number of students whose families fali within U.S.
Department of Agriculture income poverty

guidelines

Percentage of narticipation in national school lunch
program

Percentage of participation in naticnal school break-
fast program

Estimated number of students in a specified par-
ticipating school who are eligible for free or
reduced-price Type A lunches under the ap-
proved eligibility standards for such lunches
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Appendix C
ILLUSTRATIVE USES OF INFORMATION ABOUT STUDENTS

The justification for an information system in-
volving student data lies in the effective utilization of
these data. Any systemn for collecting, organizing, and
maintaining student data is a mere exercise—a needless
expenditure of effort—unless these data serve their
intended purposes.

This handbook is concerned with items of informa-
tion which may be put to profitable use in providing
optimum educational experiences for students. These
uses of stqdent data may be classified as:

e Curricular and instructional uses

e Student services uses

e Administrative uses

e Research and evaluation uses

These categories are outlined in figure C-1. They are
gi.cussed briefly in the pages of this appendix.

Care must be exercised in planning for the use and
dis.amination of data about any student tu assure that
these data will help the student and not hinder or
tharm him.

In related portions of this handbook, student
records and reports are defined and described in
appendix B. Major consideraticns in developing, man-
aging, and protecting student records are discussed in
chapter Il. Principles and guidalines for the design of
student inforniation systems ure incorporated in appen-
dix A.

CURRICULAR AND INSTRUCTIONAL USES

The recent educational press toward accountability
has significantly increased the use of student data in
the instructional program. Good instructional leaders
have always used student data throughout the instruc-
tional process as well as in planning the curriculum.’
However, the use of student data is increasingly

**n gareral tarms, Handbcok VI states that: . . Curriculum is
whiat is taught and instruction is how it Is taught.” See chapters
1 and 2 of Handbook VI for a model of curriculum snd
instruction, and for a discussion of the collection snd use of
information sbout curriculum and instr: ‘ction.

Figure C-1.-lliustrative Uses of Student Information

1. CURRICULAR AND INSTRUCVIONAL USES
A. CURRICULAR USES
B. INSTRUCTIONA. USES

2. STUDENT SERVICES USES
A. GUIDANCE SERVICES
{1) Individual and group counseling
(2) Student appraisal
(3) Information sarvices
{4) Cumulative records
(5) Educational and occupationa! advisement
and plscement
(6) Follow-up and svalustion sarvices
HEALTH SERVICES
SCHOOL PSYCHOLOGICAL SERVICES
SPEECH PATHOLQGY SERVICES AND
AUDIOLOGY SERVICES
. SCHOOL ATTENDANCE AND SOCIAL WORK
SERVICES
{1) Attandancs services
(2) School sacial work services
SPECIAL SERVICES FOR HANDICAPPED
STUDENTS

oow

3. ADMINISYRATIVE USES

A. INTERNAL REPORTS

(1) Facilities and staff ruports
{2) Program managemunt, projections, and

budoiu
Sweff performance repcrts
Reports to the community
Student services reports
Financial aid
Food services

{8) Transportation services

(9) Haousing services

(10) Student scheduling

8. EXTERNAL REPORTS

(1) Reguler State sid reports

(2) Special Stats sid reports

(3) Membership data

(4) Transfer of rocords

(6} Enroliment projections

(6) School census

(3
@)
{5)
(|
(7

4. RESEARCH AND EVALUATION USES
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important in improving curriculum and instruction due
to the increasing emphasis on the clarification of
instruction objectives, the identification of individual
learning needs, the monitoring of instructional delivery
systems, and the careful evaluation of the effectiveiess
of such systems in achieving the objectives.

Curriculer Uses. When curriculum specialists set out
to appraise and/or improve a given segment of the
curriculum, they first consider the nature of the
students for whom the curriculum is planned and the
nature of the community in which the curricutum is
offered, as well as the subject-matter content of the
curricuium area considered. Student data can be of
great assistance. For exampie, data about membership,
attendance, and family may help identify both general
and specific curricular needs. Scores from tests (includ-
ing mastery tests and criterion-referenced tests) are
helpful in determining types of experiences and ma-
terials to be included in the curriculum and in grouping
students according to their naeds, abilities, and inter-
ests. Phytsical health information may provide clues
regarding the breadth of experiences and materials to
be offered. Achievement information from previous
educational experiences may give additiona! clues for
both the types anc the breadth of such materials and
experiences.

After a curriculum segment or unit has been
tried—that is, after the students have participuated in
the experiences «. used the materials—instructional
personnel may use student data to help assess the
outcomes of the unit, as is indicated below,

Instructional Usss. The careful planning of the
curriculum provides for classroom teachers to begin an
instructional activity with due consideration for in-
formation from the student data system. As the
instructional activity progresses, the need for addi-
tional input of student data becomes apparent. Some
students have neens which are atypical, and curricular
materiais which have been prepared for the total group
may not be c~ppropriate for them. Careful considera-
ticn of such data as test results, previous achievement
data, anecdotal records, and health data may give clues
as to what changes need to be made so that curricular
experiences can have significant meaning for these
students too.

Each educator invuived in the instructional process
shouid continually monitor the experiences of his
students to detertmine whether they are getting appro-
priate learning opportunities from their curricular
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experiences. When it become avident from the analysis
of student data that some students are not profiting
maximally from these experiences, suitable changes can
be made {based on an intarpretation of student data)
to alleviate or remedy the situation.

STUDENT SERVICES USES

Student data used for student services (or pupil
personnel services) can be classified according to
service area:

Guidance services

Health services

Scheol psychological services

Speech pathology services and audiology services
School attendance and social work services
Special services for handicapped itudents

Each of these services plays a dual roie in a st'dent
data system by using student data to provide its service
and, at the same time, by generating or obtaining data
needed for student records.

Guidance Services. Guidance services include indi-
vidual and group counseling; student appraisal; in-
formatior services to student, parents, and educators;
educational and occupational placement; and followup
and evaluation services. Each of these services makes
extensive use of student data.

Individual and Group Counseling. Counseling in-
volves a professionaliy trained guidance person working
with an individuai student or with a group of students
in an accepting, confidential reiationship to aid them in
solving their normal educational, career, personal, and
social development problems. Assisting students with
their normal developmental problems requires guidance
personnel to obtain thorough knowledge of each
student through a close study of various elements of
the student record.

Guidance personnel also may provide counseling for
parents and consultant service to staff members regard-
ing both general guidance services provided by class-
room teachers and assistance with problems of indi-
vidual students.

Student Appraisal. The appraisal of student charac-
teristics and performance is important to assessing the
relevance ai.d effectiveness of curriculum and instruc-
tion, to planning elements of the curriculum, and to
guiding students in career and personality develop-
ment. School and nonschool performance dsta and
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standardized test results are required by guidance per-
sonnel in this endeavor.

Information Services. Guidance personnel have
traditionally been looked upon as those educators
who are fully informed about school and related
programs, and about the relationship of those
programs  to  characteristics of the student body.
Thus, these personnel obtain and disseminate appro-
priate educatiunal, occupational, personal, and social
information to individual students and groups, di-
rectly and indirectly.

Maintenance and Interpretation of Cumulative Rec-

ords of Individual Students. Another inportant func-
tion of guidance personnel is serving as compiler,
custodian, updater, and interpreter of student cumula-
tive records, which usually contain selected data about
personal identification, health, tamily, school perfor-
mance, standardized tests, and 1 1embership and atten-
dance.
Educstionasl and OQccupationsl Advissment and
Flacement. Guidance services may provide help to
stuCents by aiding them in securing appropriate educa-
tional direction while in school, and by {:elping them
secure appropriste vocational placement while in mem-
bership and after leaving school.

Guidance perscnnel are concerned that a student be
so placed within the school setting that he may profit
naximallv from 4is school experiences. Siace students
differ sc widely in their ability to achiee in schooi,
guidanc~ pe,sonnel should identify any special needs
and help students take advantage of special programs
avaiiatle ‘or the atypical, such as programs for rnen-
tally, physically, and/or emotionally handicapped stu-
dents; jor the socially maladjusted; for educationally
deprived students; for the gifted and talented; and for
students from impoverished families. In addition to
these specic! programs, guidancz personnel should also
be aware of all possibilities within the regular school
program, ..ecause many students require special atten-
tion anu sorvices even though their educational needs
might be said to fall within the normal range.

Vocational placement has long been 2 concern of
the school and, more recently, of the guidance depart-
ment. Guidance in placement of students in jobs while
attendiny schoal is seen a. .1 importan. nart of their
career development. Vocational placement for students
after they complete their schooling also is important,
with staff members ¢ndeasoring to place each student
in a job which offers entry-level access to a meaningfl
life work or career. The successful execution of thes:
services requires data inputs about personal character-

istics, health, psychological tests and behavior, anc
schoal and nonschool performance.

Followup snd Evalustion Senices. Guidance per-
sonnel in some schools provide a follow-up service, by
investigating the academic and occupational perfor-
mance of former students and reporting back 0 the
school staff with suggestions and recommendations for
appropriate changes in the school program.

Followup activity entails using student data in a
unique way. Data are gathered which can be charac-
terized as post-school data in the sense that they
are gathered from the next level of student activity
{whether that be a job or higher-level schooling)
after the student has left the school. These follow-
up data are studied in relation to data from the
student’s record file—fo. example, identification,
psychometric, and achievement or performance data.
Conclusions are sought regarding the suitability of
the student’s eduuational experience while at his
former school. These conclusions may provide in-
sights into possible ways in which the school might
improve curricular offerings.

Health Services. The health ssrvices of a school may
include medical, dental, nsychiatric, and nursing serv-
ices. They have a preventive responsibility emphasizing
appraisals of individual and group health conditions,
immunization programs, and conttibutions to health
instruction within the school.

Health personnel and teachers consult student rec-
ords continuclly for clues to health problems which
have the potential to interfere with the students’
functioning in school. Health appraisals and physical
examinations are scheduied to provide a portion of
these data.

Immunizations are a major component of the health
persoanel’s prevention program. Information recorded
in the student® da'a system regarding immunizations
help health personnol determine needs for immuniza-
tion programs.

Most school systems emphasize aspects of health
education at various grade levels. While major responsi-
bility for this program belongs with instructional
nersannel, the contributicn of health personnel is often
very important. By consulting student records and with
Xnowing about the physical developmental stages of
students, health personnel can make major contribu-
‘ions tu the c:riculum yegarding specitic heaith
problerrs based upon students’ age, previ_us iealth
records, und data from local community health agen-
cies.
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The health services noted above are concerned
primarily with the identification and prevention of
mental and physical health problems of students.? in
health cmergencies, health personnel consult student
records for Jata regarding the physician and hospital
desired, parents to be rotified, and other pertinent
information. Records regarding accidents creating
health or physical emergencies are carefully maintained
in the student records system (-part from student
cumulative records) so that the probability of repeti-
tion of an accident can be studied and steps taken to
avoid any such repetition; so that the conditions of
related future incidents (involving the same child,
teacher, part of the building, or equipmer:t) can be
related to this .ncident for study and recommendation;
so that all concerned—parent, teacher, child, and
others—can be helped to understand what occurred:
and so that information needed for insurance purp ses
will be available.

School Psychological Services. School psychologica:
services include the activities ot administering psycho-
logical tests, interpreting the results of psychological
tests, working with othei staff members in planning to
meet the speciai needs of students as indicated by
psychological test:, and planning and managing a
program of psycholagical counseling for the school or
school system. School psychologists are specitically
trained to diagnose needs and prescribe activities for
students having special learning problems. They work
closely with teachers and other instructional personnel
in developing educational programs both for students
in special educational programs (e.g., in a special
program for the mentally or orthopedically handi-
capped) and for students in regular programs whose
iearning problems are not of sufficient severity to
qualify for special education but whose educational
needs are not met adequately by existing educational
programs.

The school psychologist provides data to his fellow
educators and to appropriate concerned agencies about
the nature, extent, and significance of atypical charac-
teristic; and need; of individual students. He incorpo-

35chool health services also serve an important function in
relation to the school staff. The selection of teachers and of
ancillary personnel (especially those in food services and
transportation) is a concern of consequence gengrally involving
health services in the attempt to determine: Can the busdriver
see wall enough to drive? Is the cook “clean?” Is the teacher
tuberculous or alcoholic? Answers to such questions contribute
to the well-being of the students and to the quality of their
educatiun.
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rates data from his examinations into the student’s
record, and he uses student data as he sceks clues about
the problems and needs of individual students and as
he develops an appropriate educational program to
meet these needs. In this work, the psychologist
consults diagncstic reports, school achievement pat-
terns, health records, and other data as he obtains
information enabling the teaching staff to modify
curriculum content and instructional methods accord-
ing to the needs of students.

Speech Pathology Services and Audiology Services.
The purpose of speech pathology services and audiol-
ogy services is to identify, assess, and treat children
with speech, hearing, and language impairments. Per-
sonnel having these responsibilities use data from
auditory and/or speech tests, medical data, and data
regarding school performance, psychological tests, be-
havior, and family.

School Attendance and Social Work Setvices.
School attendance and social work or ‘‘visiting
teacher” services include those activities which have a3
their purpose the improvement of the attendance of
students at school and the performance of school social
work activities dealing with home, school, and com-
munity probiems of students.

Attendsnce Services. Most States have compuisory
school attendance laws. Responsibility for enforcing
compliance with compulsory attendance laws and
regulations usually falls on attendance ‘crvices. Thus,
the attendance tunction of student services goes far
beyond simply reporting on student attendance. The
assumption is that most children do attend schcol, and
nonattendance is atypical behavior. Nonattendance in
school for other than illness or other good reason may
be a symptom of some other problem.

A system of student data from which attendanc.
personnel can gather information regarding curricular
and instructional needs of students (see pages 169 and
170) is a necessary first reference for those who are
looking for clues regarding the relevance of school for a
chronically absent student. In a similar way, health
data are consulted when illness is thought to be a
factor in absence; home and family data as well as
anecdotal data are consulted when interpersonal prob-
lems are suspected as important; and home and family
data are also carefully considered when economic
factors seem to be interfering with attendance.

Finally, the attendance services personnel are con-
cerned with persons, frequently referred to as “drop-
outs,”” who discontinue their schooling before gradua-
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tion or comgpletion of their programs for any reason
other than death. Discontinuance at the high school
level is most commonly reviewed, but students who
leave a practical nursing course at the community
college or who withdraw from a pre-engineering cur-
riculum at the junior college also merit careful atten-
tion. In both high schools and colleges, the school
attendance officer or college counselor with attendance
responsibilities consults student data for clues regard-
ing thote who may possibly drop out, long before such
school leaving might actually occur. These data can and
do play a major role in preventing early discontinuance
by identifying potential dropouts and by suggesting
measures for dropout prevention.

School Socisl Work Services. The school social
worker is trained to use social work techniques in an
educational setting. He relies heavily on student data to
help him identify those students in need of his services.
For example, data about family and health may suggest
the importance of providing free lunch or breakfast to
a student suffering from malnourishment. Anecdotal
data might provide clues as to the need for the referral
of a student to a child guidance clinic.

Special Services for Handicapped Students. School
systems today, with few exceptions, provide special
sarvices and materials for students who are handi-
capped, such as flexible scheduling, special testing,
special reading materials, and special transportation
services. In addition, special funds may be available to
improve the effectiveiiess of instruction. In vocational
education, for example, a teacher may recegive inservice
education enabling him to converie with one of two
deaf students by manual communication; or an Interp-
reter may be employed to asyist a teacher workiug with
an entire class of deaf students.

in many school systems, special sducational sarvicss
incorporate coordinated inputs from various support-
ing services such as health, psychologicel, speech
pathology, audiology, #nd social work. In this case,
major respongsibility for sssisting the handicopped
students is given to & special unit or division of the
school system. In other school systems, major respotisi-
bility may rest in a unit stich as the health services or
psychological services. Their personnal assist in many
ways, such as by coordinating the diagnosis of stu-
dents’ impairmsents, by interpreting for other aducators
the nature snd signiticance of given handicaps, by
helping eachers design spesiai procedures and ma-
terials for handicspped students, and by halping
students learn 1o adjust to their corcitions. The

importance of accurate, comprehensive student records
in this work is evident.

ADMINISTRATIVE USES

Probably the greatest users of a student records
system are educational administrators since a whole
range of data uses is found in the normal duties of such
administrators. They must prepare summaries of and
extracts from the student data system as well as
present and interpret such data to local educational
staff members, news media, voting corstituencies, and
parents. They must summarize and prepare reports
from such data for a wide variety of student assistance
and service programs. They also must generate a series
of reports mandated by governmenta! agencies.

Internal Reports. School administrators are required
to provide many reports, summaries, and reviews of
student data for the local board of education, the
superintendent of schoals, the school system public
information officer, various schooi system committees,
local news media, and community groups having an
interast in school affairs.

Facilitiss anc! Staff Reports. Membership data com-
wined with school census dute enable school adminis-
trators to project school enrollments at various grede
levels several years in advaice. School administrators
usg such data in projecting school attendance aress,
::Lnning building programs, predicting staffing needs,

planning building Ltilization.

Programr Manegemens, Profections, and DBudgots.
The use of 8 student date system fuv preojections, for
budget kuilding, and fcr projram manitgement deper:is
upon combining such daia with financial daia, stat!
gata, and facilities data. When these are combined, the
school administrator can obtain data which llow
accountability st building, department, grade, or gven
teacher levels as weil as furmish definitive information
for developing the budget.

Steff Performance Reports. The administrator, in
these repords, agein uses student duta in conjunction
witih other date—-with staff data, in this instence. From
these dats, ‘he admiinistrator is able to determine
studant-rtaft ratios, to sscertain the numbher of ctudent
contacts by eacn staff member, and to Jetermiine for
performuice 3nd budget reports tha bieadth and
-axtent 1o ‘¥hich teacher inguts are made to the learning
sxpsriences of students.

Reports to the Community. The unprecedonted
interest in matiters affecting the education of Ameican
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students has created a similarly great demand for
information about these students. Administrators are
finding that routine summaries of student data which
formerly attracted little attention are rnow being
discussed, analyzed, questicned, and interpreted by
many people. Many administrators have capitalized on
this interest by using careful interpretations of mem-
bership data, attendance data, enroliment projections,
and census reports to help the public understand the
situation in which school systems find themselves, as
well as to provide channels through which the com-
munity can be helpful in school programs.

Student Services Reports. School administrators use
the student records system %o formuiate many reports
that can best be described as contributing to the
student welfare within the school system. Such use by
administrators should not be confused with student
record use for purposes of the student services pro-
gram. Rather, such use enabies the school administra-
tor to operate administrative programs on behalf of
students. lllustrative of such reports cre information
items on withdrawal, as shown in appendix B on page
167.

Financial Aid. Individual students or groups of
students may qualify for special types of financial
assistance such as scholarships, grants, and loans. These
financial aids are largely available to students in junior
and commur‘ty colleges although such aid to secon-
dary- and elementary-level students is available,
especially in nonpublic schools. School administrators
are required to submit enrollment data, progress
reports, and, sometimes, attendance data to help these
students qualify for financial assistance.

Some school systems provide arect financial or
other economic assistance to students and their fami-
lies in the form of waived fees, free textbooks and
supplies, free breakfast or lunch programs, free athletic
equipment, and other supplies without charge. Educa-
tional administrators are required to prepare reports
from student record systems which contain data
concerning eligibility for such programs.

Food Services. The school lunch program at the
elementary and secondary levels and the rather more
extensive od services program at community or
junior college level have icng been an accepted part of
edurational iervices. The expansion of these programs
in recent years to include breakfasts and other supple-
mentary food especially for poor and undernourished
students has markedly increased the scope of these
programs. Data about local economic conditions, occu-
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pational status of parents, student health, and length of
time transported are being used to verify the need for
additional food services programs and to report on
their impact. In any event, for purposes of administer-
ing programs providing free or reduced price breakfasts
or Type A lunches, applications with information
about the number of children in the family and annual
family income generally are received at least annually.

Transportation Services. Transportation programs
traditionally have ircluded busing children who live
considerable distances from their schools plus those
whose atypical physical, mental, or emotional prob-
lems necessitate such busing (by consulting such
identifying data as address and school attending), bus
routing (from the same data sources), and utilization of
busing (from attendance and membership records).
Recently, as parents have requested 3 wider use of
busing in many school districts and as outside ageacies
have requested or even mandated busing for a wide
variety of reasons, student record systems have been
used increasingly to help in providing and utilizing
transportation services.

Housing Services. Student record systems contain
much data necessary for planning housing services. This
is especially true in community and junior colleges
where utilization of housing services is more or less
optional—sometimes used by a very few students and
sometimes by a large majority. Data regarding students’
home addresses along with class scheduies and employ-
ment information can help an administrator make
decisions about housing services.

Student Scheduling. One of the important uses of
student data by school administrators is in student
scheduling. By combining enroliment data with teacher
data, the administrator is able not only to build a
master schedule but also to build & schedule for each
individual student. Master schedules are used primarily
in the secondary schooi and the communitv or junior
college; however, some elementary school administra-
tors also use data to increase utilization of both staff
and facilities. Recent expansions in course offerings at
secondary anc higher education levels, increased use of
individualized instructional planning at the elementary
level, and the wide-spread adoption of so-called modu-
lar scheduling in many high schools and middle schools
make the use of such student data a frequent
necessitv. Such innovations couid yield chaos with-
out significant inputs from previous achievement
data, test data, previous course selections, a-d
identifying data.
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External Reports. School administrators must sub-
mit ieports about their school systems to various local,
State, and Federal agencies. Much of this information
is derived from the student records system.

Regular State Aid Reports. Student accounting data
are used by public school administrators to generate
reports submitted to State government officials for the
purpose of qualifying the school district for tax-
supported aid. These data sometimes represent enroll-
ment data over a period of time, with transfers,
graduates, and discontinuers notzd; or they may
present membership data as of a given date (e.g., fourth
Friday of the school term). In either case the report is
the basis upon which reimbursement to the local
district is made by the State from tax revenues and is
‘ubject to State and/or local audit.

Special State Aid Reports. Many States reimburse
lo~.al schoul districts with additional tax funds to meet
the costs of providing special educationa!l services to
children having special educational needs. For example,
the membership of a physicaliy handicapprd child in
certain States entitles the local school district to an
additional reimbursement (beyond that discusseed in
Regular State Aid Reports above) equivalent to one
additional membership. Similar additional reimburse-
ment is provided by some States for children who are
mentally retarded, emotionally distrubed, and/or
atypical in other ways. In each of these instances,
certification of the nature, extent, and significance of
the disability is required in addition to the certification
for membership discussed above. Thz school adminis-
trator responsible for these reports compiles this
information from the student data system.

Membership Data. A comurehensive student infor-
mation system generates a comgrehensive membership
report for the use of school administrators by establish-
ing base line data from initial enrollment data and by
updating with new data on admissions, attendance, and
withdrawal. These data become the substance of
reports submitted to funding and monitoring agencies
where membership i an important factor.

Transfer of Records. A significant use of student
data occurs when students move from one school,
school system, or college to another, or progress from
one schoc! level to another. The timely commuaication
of information about the student’s performance, prog-
ress, and special conside-ations in th~ form of tran-
scripts and other documents can be mo:t helpfui to the
receiving school in properly placing and guiding their
new member. In the students’ best interest, ~esporn;:-
bility for transferring records should be shared. For
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example, the high school has the responsibility for
providing information to a college where a student
indicates definite intention to enroll; similarly, the
college has a responsibility for tracking down and
obtaining needed data not in its files.

Enroliment Projsctions. Increasingly, external agen-
cies are requesting that local schoo! districts indicate
the expected patterns of future enrollment as plans are
developed, anticipating future needs for staff, facilities,
and ‘financing. School administrators use their student
data systems as major means for obtaining projections
of enrollments.

Schoaol Csnsus. Many local schools and school
systems take a school census annually, biennially, or
less frequently. In some instances, these data are
mandated by State law or regulation. Frequently, these
data are furnished to State or Federal officials or to
local administrators as a basis for enrollment projec-
tions, for recommendations for legislative action, for
payment of some State funds, and for reports about
building and staff needs.

RESEARCH AND EVALUATION USES

As accountability in education becomes an ever-
increasing demand by taxpayers, the role of research
and evaluation takes on greater significance. Both
informal and formal evaluation of the curriculum is
imperative if its effectiveness is to be assessed and
recommendations mide for its improvement. Research
and evaluation are important also in the areas of
student services and in the day-to-day administration
of schoal systems.

Student record systems contain much data which by
themselves and in combination with other data can
make significant inputs to the neeeds of students,
delivery systems especially suited for these needs, and
proceudres which might appropriately evaluate the
effects of such systems. For example, membership data
(including data on reentries, transfers, end discon-
t auers or dropouts), enroliment projections, and stu-
dent-staff ratios vyield to the researcher clues for
programs which may have a significant irnpact on
education.

Similarly, student data in the form of achievement
records, test scores, health records, socic-economic
data, and information on personal characteristics,
educational plans, and vocational objectives help the
researcher identify approgriate changes in curricular
areas, sugges: 1g how new curricular otferings might
benefit stuuents and which curricular offerings or
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instructional techniques can not songer be justified in
the educational experiences schoois offer.

Desirable modifications in school safety procedures
and in the content of instruction may be recognized
following an analysis of data such as causes of
school-related injuries (e.g., “all on playground, assault
by other student, injury in physical education class or
interscholastic athietics, and schoolbus accidant) and
the causzs of student deaths (e.g., automobile accident,
drug overdose, drowning, and struck by automobile en
route to school).

The function of the researcher is to work coopera-
tively with persons actively engaged in the areas of
curriculum, instruction, student services, and adminis-
tration to monitor the effectiveness of existing pro-
grams and services and to point the way toward
improvement in these areas. The contribution of a
student data system to these functions is basic.

As indicated in the above paragraphs, all major
classifications of student information items are re-
quired by the various school staff members for the
effective performance of th.ir werk.
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Appendix D

STATES OF THE UNITED STATES WITH THEIR ASSIGNED CODES*

NAME ABSREVIATION CODE NAME ABGREVIATION CODE
ALABAMA AL )] MISSOURL MO 29
ALASKA AK 02 MONTANA MT 30
ARIZONA AZ 04 NEBRASKA NE N
ARKANSAS AR Qs NEVADA NV 32
CALIFORNIA CA 06 NEW HAMPSHIRE NH 33
COLORADO co 08 NEW JERSEY NJ 34
CONNECTICUT cr (1] MEW MEXICO NM 35
DELAWARE DE 10 NEW YORK NY 36
DISTRICT OF COLUMBIA oC n NORTH CAROLINA NC 37
FLORIDA FL 12 NORTH DAKOTA ND 8
GEORGIA GA 13 OHIO OH 39
HAWAII HI 15 OKLAHOMA oK 40
IDAHO 1D 16 OREGON OR aQ
ILLINOIS 1N 17 PENNSYLVANIA PA 42
INDIANA IN 18 RHODE ISLAND Ri 44
1OWA A 19 SOUTH CAROLINA SC 45
KANSAS KS 20 SOUTH DAKOTA SO 46
KENTUCKY KY 21 TENNESSEE TN 47
LOUISIANA LA 22 TEXAS TX 48
MAINE ME 23 UTAH ut 49
MARYLAND MD 24 VERMONT vT 5C
MASSACHUSETTS MA 26 VIRGINIA VA 51
M!CHIGAN M 26 WASHINGTON WA 53
MINNESOTA MN 27 WEST VIRGINIA wyv 54
MISSISSIPPI MS 28 WISCONSIN wi 55

WYOMING wy 66

NOTE The iollowing codes sre retarved for posiible future use 1n identifying Americen Semoas (03), Canal Zone (07), Guam (14), Pusr.o Rico (43), snd
Virgint Isiends (52).

*SOURCE: Feceral information Processing Standards Publication 5-1, National Buresu of Standards, June 15, 1870,
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Appendix E*

Table ‘l.—Countries', Dependencies, and Areas of Spacial Soversignty With Their Assigned Codes (sequenced by name)

NAME CODE SCOPE NOTE
AFGHANISTAN AF
ALBANIA AL
ALGERIA AG
AMERICAN SAMOA AQ U.S. territory in the Pacific.
ANDORRA AN
ANGUILLA AV U.K. dependency.
ANGOLA AO Portuguese overseas province: includes exclave of
Cabinda.
ANTARCTICA AY The U.S. does not recognize sovereignty, but territorial

limits may be noted by listing the unclaimed sector
and the claimed sectors: Argentina, Australia, Chile,
France, New Zealand, Norway, and the United

Kingdom.

ANTIGUA AC U.K. associated state: includes Barbuda and Redonds.

ARGENTINA AR

ASHMORE AND CARTIER ISLAND. AT Australian territory.

AUSTRALIA AS Includes Macquarie Island.

AUSTRIA AU

BAHAMAS BF Excludes Turks and Caicos Islands which is s UK.
colony.

BAHRAIN BA

BANGLADESH BG

BARBADOS BB

BELGIUM BE

BELIZE BH U.K. colen:

BERMUDA BD U.K. colony.

BHUTAN BT

BOLIVIA BL

BOTSWANA BC

BOUVET ISLAND BV Norwegian territory.

BRAZIL BR Includes Atol“Has Rocas, Arquipelago de Fernando de

Noronha, Ilha da Trinidade, Ilhas Martin Vaz, and
Penedos de Sao Pedro e Sao Paulo.

*SOURCE: Federsl Information Proceszing Stu1dards Publication 10, Nstions! Buresu of Standerds, 1970, Modificd June 1974,
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Table 1.—Countries, Dependencies, and Arsas of Specisl Sovereignty With Their Assigned Codes. {sequenced by
name)—Continued

NAME CODE SCOPE NOTE

BRITISH INDIAN OCEAN TERRITORY 19 Colony: includes Chages Archipelago, Farquhar Atall,
Aldsbra Islands, and Ile Desroches.

BRITISH SOLOMON ISLANDS BP U.K. Protectorate: Includes southern Solomon Islands,
primarily Guadalcanal, Malaita, San Cristobal, Santa
Isabel, Choiseul. Northern Solomon Islands constitute
part of Papua New Guinea.

BRITISH VIRGIN ISLANDS VI Officially, Colony of the Virgin Islands: includes Ane-
gada, Jost Van Dyke, Tortola, and Virgin Gorda.

BRUNEI BX U.K. protected stste.

BULGARIA BU

BURMA BM

BURUNDI BY

CAMBODIA CB Officially: Khmer Reopublie.

CAMEROON . CM

CANADA CA

CANAL ZONE PQ Territory in Panama leased by U.8.

CANTON AND ENDERBURY ISLANDS EQ Under common U.S.-U.K. administration.

CAPE VERLE cv Portuguese oversess province: includes Boa Vista,
Brava, Fogo, Malo, Sal, Ssnto Antao, Sao Nicolau,
Sao Tiago, and Sao Vicente,

CAYMAN ISLANLS a U.K. dependency: includes Grand Csyman, Caymsan
Brac, and Little Cayman.

CENTRAL AFRICAN REPUBLIC CT

CHAD CD

CHILE CI Includes Easter Island, Islas Juan Fernandez, Islas San
Felix, and Isla Sala y Gomez.

CHINA, PEOPLES REPUBLIC OF CH Includes Hainan Island, Inner Mongolia, Manchuria,
Sinkiang, and Tibet.

CHINA, REPUEBLIC OF ™ Present administration includes island of Taiwan (For-
mosa) and Peng-hu (Pescadores) as well au zmall
islands aloag the mainland coast.

CHRISTMAS ISLAND KT Australian dependency in the Indian Ocean.

COCOS (KEELING) ISLANDS CK Australian dependency.

COLOMBIA CO Includes San Andreas y Providencis, isla de Malpelo,
) Roncador Cay, and Serrans and Serranilla banks.
COMORO ISLANDS CN French overseas territory: includes Anjouan, Grande

Comore, Mayotte, Moheli, and other smaller islands.

CONGO CF

COOK ISLANDS cw New Zealand associated state: includes the atolls of
Darger, Manahiki, Penrhya, and Rakahanga which
the U.S. claims.
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Table 1-Cauntries, Dependencies, and Areas of Special Soversignty With Their Assigned Codes {sequencad by

e i e e e

name)—Continued
NAME CODE SCOPE NOTE

CORAL SEA ISLANDS TERRITORY CR Australian territory: includes Cato Island and Dia-
m~n.4, Coringa and Willis islets.

COSTA RICA CS Includes Cocos Island.

CUBA CU

CYPRUS CY

CZECHOSLNOVAKIA CZ

DAKOMEY oM

DENMARK DA Includes Bornholm island.

DOMINICA DO U.K. associated state.

TOMINICAN REPUBLIC DR

ECUADOR EC Includes Galapagos Islands (Archipielago de Colon).

EGYPT EG

EL SALVADOR ES

EQUATORIAL GUINEA EK Comprises Rio Muni and the islands of Macias Nguema
Biyogo, Pagalu, Corisco, and Elobeys.

ETHIOPIA ET

FAEROE ISLANDS FO Part of the Danish realm.

FALKLAND ISLANDS (ISLAS FA U.K. colony ciaimed by Argentina: includes West Falk-

MALVINAS) land, East Falkland, South Georgia, and South Sand-
wich islards.

FlJ1 FJ I:.cludes Viti Levu, Vanua Levu, and Rotuma islands.

FINLAND I

FRANCE FR

FRENCH GUIANA FG Overseas department.

FRENCZH POLYNESIA FP Overseas territory: includes the Society Islands, Tua-
motu Archipelago, Marquesas Islands, the Iles Aus-
trales and Clipperion Island.

FRENCH SOUTBERN AND FS Overseas territory: includes Amsterdam, St. Paul, Ker-

ANTARCTIC LANDS guelen, and Crozet islands. Terre Adelie (French
claimed-sector of Antarctica) is not included in this
entity but rather, see ANTARCTICA, The U.S. does
not recognize sovereignty in Antarctica, therefore
Terre Adelie is ercluded from this entity.

FRENCH TERRITORY OF FT Overseas territory.

AFARS AND ISSAS

GABON GB

GAMBIA GA

GAZ2. STRIP GZ Part of former Palestine mandate: includes city of

Caza and environs bounded by the Mediterranean,
Egypt and Israel.
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Table 1.—Countries, Dependencies, and Areas of Special Sovereignty With Their Assigned Codes (sequenced by

name)—Continued
NAME CODE SCOPE NOTE

GERMAN DEMOCRATIC REPUBLIC GC

GERMANY, BERLIN WB Includes for data purposes only the American, British
and French sectors. Data on Esst Berlin (the Soviet
sector) is included within the statistical material
for German Democratic Republic.

GERMANY, FEDERAL REPUBLIC OF GE

GHANA GH

GIBRALTAR GI U.K. ~olony.

GILBERT AND F'.LICE ISLANDS GN U.K. colony, which includes the Gilbert Islands, Ellice
Islands; Fanning Atoll and Washington Island in
the Line Islands; Ocean Island; and those islands
claimed by the U.S.: Christmas, Carcline, Flint, Mal-
den, Starbuck, and Vostok in the Line Isiands; Funa-
futi, Nukufetau, Nukulailai, and Nurakita in the El-
lice Islands; and Birnie, Gardner, Hull, McKean,
Phoenix and Sydney in the Phoenix Islands.

GREECE GR

GREENLAND GL Danish dependency.

GRENADA GJ Includes the southern Grenadine islands.

GUADELOUPE GP French overseas department: includes Grande-Terre,
Basse-Terre, lles des Saintes, Iles de la Ietite Terre,
La Desirade, Ile Saint-Barthelemy, Marie-Galante
and northern St. Martin.

GUAM GQ U.S. territory.

GUATEMAILA GT

GUINEA GV

GUYANA GY

HAITI HA

HEARD ISLAND AND HM Australian territory.

McDONALD ISLANDS

HONDURAS HO Includes Swan Islands.

HONG KONG HK U.K. colory.

HUNGARY HU

ICELAND I1C

INDIA IN Includes the Amindivi, Laccadive, Minicoy, Andaman,
and Nicobar islands. Also de facto: Goa, Damao,
Diu, and Indian administered Jammu and Kashmir.
Excludes Sikkim ard Bhutan.

INDONESIA 1D Includes Irian Jaya ("West New Guinea).

IRAN IR

IRAQ

12
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Table 1.—Countries, Dependencies, and Areas of Special Sovereignty With Thair Assigned Cudes (saquenced by

name)-—-Continued
NAME CODE SCOPE NOTE
IRAQ-SAUDI ARABIA 1Y
NEUTRAL ZONE
IRELAND El Excludes Northern Ireland.
ISRAEL is Within the armistice !ines of 1949 and 1950.
ISRAELJORDAN Iw Includes the no-mans-lands between Israel and Jordan;
DEMILITARIZED ZONES the Area-between-the-Lines (ABL) in and around
Jerusalem; and Mt. Scopus encleve created by the
1949 armistice agreement.
ISRAEL-SYRIA U Includes the three demilitarized zones created by the
DEMILITARIZED ZONES 1949 armistice agreement.
ITALY IT
IVORY COAST v
JAMAICA JM "ncludes Morant Cays and Pedro Cays.
JAN MAYEN JN Norwegian territory.
JAPAN JA Includes Ryukyu, Bonin, and Volcano islands, and the
islands of Minami-Tori-shima, Nishino-shima, and
Okino-Tori-shima.
JOHNSTON ATOLL JjQ U.S. territory.
JORDAN JO
KENYA KE
KOREA. NORTH KN Also known as “Democratic People’s Republic of Ko-
rea.” Regime not recognized by the U.S.
KOREA, REPUBLIC OF KS
KUWAIT KU
LAOS LA
LEBANON LE
LESOTHO LT
LIBERIA LI
LIBYA LY
LIECHTENSTEIN LS
LUXEMBOURG LU
MA_(;AO MC Portuguese overseas province.
MA'DAGASCAR MA Officially, Malagasy Republiec.
MALAWI MI
MALAYSIA MY
MALDIVES MV
MALI ML

MALTA
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Table 1.—Countries, Sependencies, and Areas of Special Soversignty With Their Assigned Codes (sequenced by

narie)—Continued
NAME CODE SCOPE NOTE

MARTINIQUE MB French ov:rseas province.

MAURITANIA MR

MAURITIUS MP Includes Rodrigues and Agalega islands and Cargados
Carajor Shaals.

MEXICO MX

MIDWAY ISLANDS MQ U.S. territory.

MONACO MN

MONGOLIA . MG

MONTSERRAT MH U.K. colony.

MOROCCO MO Includes Ifni.

MOZAMBIQUE Mz Portuguese overseas province.

NAURU NR

NAVASSA ISLAND BQ U.S. territory.

NEPAL NP

NETHERLANDS NL

NETHERI.ANDS ANTILLES NA Part of Netherlands rexim: inciudes Aruba, Bonaire,
Curacao, Saba, Sint Eustatius and southern St.
Martin.

NEW CALEDONIA NC French overseas territory: includes Ile des Pins, Loy-
alty Islands, Ile Huon, Iles Belep, Isles Chester-
field, and Ile Walpole.

NEW HEBRIDES NH Anglo-French condominium.

NEW ZEALAND NZ Includes Stewart, Chatham, and Kermadec islands.

NICARAGUA NU Includes Corn Islanda.

" NIGER NG

NIGERIA NI

NIUE NE New Zeszland territory.

NORFOLK ISLAND NF Australian territory.

NORWAY NO Excludes Svalbard and can Mayen.

OMAN MU Includes Xuria Muria Islands.

PAKISTAN PK Includes Pakistani administered Jammu and Kashmir.

PANAMA PN Excludes Canal Zone.

PAPUA NEW GUINEA PP Australian territory: includes the Bismarck, and Lou-
isiade archipelagos. and Admiralty, D’'Entrecasteausx,
northern Solomon (Bougainville Buka, ete.), aund
Trobriand islands, and the islands of New Britain,
New Ireland, Woodlark, and associated isl .nds.

PARACEL ISLANDS PF Disputed islands in the South China Sea.

PARAGUAY PA

-
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Table 1.—Countries, Dependencies, and Arsas of Special Sovereignty With Their Assigned Codes (sequenced by

name)—Continued
NAME CODE STOPE NOTE

PERU |

PHILIPPINES RP

PITCAIRN ISLAND PC U.K. colony: includes Henderson Island and Ducie and
Oeno atolls.

POLAND PL Includes Danzig and de facto areas of 1937 Germany
east of the Oder-Neisse Line.

PORTUGAL PO Includes the Azores and Madeira islands.

PORTUGUESE GUINEA PU Overseas province.

PORTUGUESE TIMOR PT Qverseas province: includes the exclave of Oe-Cussi.

PUERTO RICO RQ Commonrwealth associated with the U.S.

QATAR QA

REUNION RE French overseas department' includes Ile Europa,
Bassas da Indis, Ile Juan de Nova, Iles Glorieuses,
and Ile Tromelin.

ROMANIA RC

RWANDA RW

ST. CHRISTOPHER-NEVIS. SC U.K. associated state: also called St. Kitts. Anguilla

ANGUITLA is technically still part of the couniry name aithough

it is now administratively sepsarate.

ST. HELENA SH U.K. colony: includes Ascension, Gough, Inaccessible,
Nightingale, and Tristan da Cunha islands.

ST. LUCIA ST U.K. associated state.

ST. PIERRE AND MIQUELON SB French overseas territory.

ST. VINCENT vC U.X. associated state: includes northern Grensdine
islands.

SAN MARINO SM

SAO TOME AND PRINCIPE TP Portuguvsse overseas province.

SAUDIA ARABIA SA

SENEGAL SG

SEYCHELLES SE U.K. colony: includes Alphonse, Bijoutier, and Francois
islands; St. Pierre Islet; Cosmoledo Group, and the
Amirante Isles.

SIERRA LEONE SL

SIKKIM SK Protectorrate of India.

SINGAPORE SN

SOMALIA SO

SOUTH AFRICA SF Includes Walvis Bay, and Marion, and Prince Edward
islands.

SOUTHERN RHODESIA RH U.K. colony.
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Table 1.—~Countries, Depandencies, and Areas of Specisl Soversignty V.ith Thaeir Assigned Codes (sequenced by

name)—Continued
NAME CODE SCOPE NOTE

SOUTH-WEST AFRICA WA Interr .cional territory. Also called Namibia.

SOVIET UNION ) UR Includes the de facto :rreas of Estonia, Latvi: Lith-
uania, southerr Kuril Island+, Habomai Islands,

) southern Sakhalin, and northern East Pruassia.

SFAIN SP Includes the Balearic :nd Canary islands. Excludes
Ceuta, Melilla, Islas Chafarinas, Penon de Alhucemas,
and Penon de Velez de la Gomera (see SPANISH
NORTH AFRICA).

SFANISH NORTH AFRICA ME Includes Ceuta, Mclilla, Islas Chafarinas, Penon de
Alhuecemas, and Penon de Velez de la Gomera.

SPANISH SAHARA SS Province in Africa.

SPRATLY ISLANDS PG Disputed islands in the South China Sea.

SRI LANKA CE

SUDAN SuU

SURINAM NS Part of the Netherh.mds realm,

SVALBARD sV Norwegian territory: includes Spitsbergen and Bear
Island. .

SWAZILAND W2z

SWEDEN sSwW

SWITZERLAND SZ

SYRIA SY

TANZANIA TZ

THAILAND TH

TOGO TO

TOKELAU ISLANDS TL New Zealand territory claimed by the U.S.: includes
Atafu, Fakaofu, and Nukunono atolls.

TONGA TN

TRINIDAD AND TOBAGO D

TRUST TERRITORY OF THE TQ U.S. administered: includes Caroline, Mariana, and

PACIFIC ISLANDS Marshall island groups.

TUNISIA TS

TURKEY ' TU

TURKS AND CAICOS iSLANDS TK U.K. colony.

UGANDA UG

UNITED ARAB EMIRATES TC Includes Abu Dhabi, Dubai, Sharjah, Ajman, Umm al

UNITED KINGDOM

UK .
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Qaiwain, Ras al Khaimah, and Fujairah.

Includes Ork:rey, Shetland, and Channel islands and
the Isle cf &ian.
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Table 1.—-Countries, Dependencies, and Areas of Speciai Sovsereignty With Their Assigned Codes (sequenced by

name)—Continued

NAME CcOoDE SCOPE NOTE
UNITED STATES Us Fifty stztes and the District of Columbia.
UNITED STATES MISC. IQ Outlying ureas: includes Kingman Reef, Buker, How-
PACIFIC 1SLANDS land, and Jarvis islands, and Palmyva Atoli.
UPPER VOLTA uv
URUGUAY Uy
VATICAN CITY VT
VENEZUELA VE
VIET-NAM. NORTH VN Also known as “The Democratic People’s Republic of
Viet-Nam.” Regime nct recognized by the U.S.
VIET-NAM, REPUBLIC OF Vs
VIRGIN ISLANDS vQ U.S. territory.
WAKE ISLAND wQ U.S. territory.
VWALLIS AND FUTUNA . WF French overseas territory. includes Iles de ¥lorne, lle
Uvea, and Ile Alofi.
WESTERN SAMOA wSs
YEMEN (ADEN) YS Includes islands of Kamaran, Periia, and Socotra.
YEMEN (SAN'A) YE
YUGOSLAVIA YO
ZARE CG
ZAmBIA ZA

NOTE. All named entries with the letter Q" s the second chu‘rocter of their codes are outlying areas of the United States.
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Table 2—Countries, Dependencies, and Areas of Speciai Sovereignty Witk Their Assigned Codes (sequenced by code)

CODE NAME CODE NAME
A D
AC ANTIGUA DA DENMARK
AF AFGHANISTAN DM DAHOMEY
AG ALGERIA DO DOMINICA
AL ALBANIA DR DOMINICAN REPUBLIC
AN ANDORRA
AC ANGOLA E
AQ AMERICAN SAMOA EC ECUADOR
AR ARGENTINA EG EGYPT
AS AUSTRALIA EI IRELAND
AT ASHMORE AND CARTIFR ISLANDS EK EQUATORIAL GUINEA
AU AUSTRIA EQ CANTON AND ENDERBURY ISLANDS
AV ANGUILLA ES EL SAI VADOR
AY ANTARCTICA ET ETHIOPIA
B F
BA BAHRAIN FA FALKLAND ISLANDS
RB BARBADOS (ISLAS MALVINAS)
BC BOTSWANA ¥G FRENCH GUIANA
BD BERMUDA FI FINLAND
BE BELGIUM FJ F15}
BF BAHAMAS O FAEROE ISILLANDS
BG BANGLADESE FP FRENCH POLYNESIA
BH BELIZE FR FRANCE
BL BOLIVIA FS FRENCH SOUTHERN AND ANTARCTIC
BM BURMA LANDS (excluding Terre Adelie)
BP BRITISH SOLOMOUN ST ANDS FT FRENCH TERRITORY OF
BQ NAVASSA ISLAND AFARS AND ISSAS
BT BHUTAN G
nu BULGARIA
BV BOUVET ISLAND GA GAMBIA
BX BRUNEL GB GABON
BY BURUNDI GC GERMAN DEMQCRATIC REPUBLIC
GE GERMANY, FEPERAL REPUBLIC OF
GH GHANA
C GI GIBRALTAR
ca canana @ mA
CB CAMBODIA D
cD CHAD GN GILBERT AND ELLICE ISLANDS
GP GUADELOUPE
CE SRI LANKA
CF CONGD ¢Q GUAM
. GR GREECX
CG ZAIRE GT GUATEMALA
CH CHINA, PEOPLES REPURLIC OF v GUINEA
c CHILE GY GUYANA
CcJ CAYMAN ISLANDS Gz GAZA STRIP
CK COCOS (KEELING) ISLANDS
CM CAMEROON H
CN COMORO ISLANDS HA HAITI
co COLOMBIA HK HONG KONG .
CR CORAL SEA ISLANDS TERRITORY HM HEARL ISLAND AND McDONALD
CcS COSTA RICA ISLANDS
CcT CENTRAL AFRICAN REPUBLIC HO HONDURAS
cuU CUBA HU HUNGAPRY
cv CAPE VERDE
cwW COOK ISLANDS I
CY CYPRUS IC ICELAND
CzZ CZECHOSLOVAKIA INDONESIA

iD
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Table 2-Countries, Dependencies, and Areas ot Special Sovereignty With Their Assigned Codes (sequenced by

code) —-Continued
CODE NAME CODE NAME
IN INDIA MY MALAYSIA
10 BRITISH INDIAN OCEAN TERRITORY MZ MOZAMBIQUE
Q UNITED STATES MISC.
PACIFIC ISLANDS N
IR IRAN NA NETHERLANDS ANTILLES
IS ISRAEL NC NEW CALEDONIA
IT ITALY NE NIUE
1y ISRAEL-SYRIA DEMILITARIZED NF NORFOLE ISLAND
ZONES NG NIGER
Iv IVORY COAST NH NEW HEERIDES
w ISRAELJORDAN DEMILITARIZED NI NIGERIA
ZONES
1Y IRAQ-SAUDI ARABIA NEUTRAL ZONE ﬁ(‘; gﬁ;‘;ﬁi‘*‘”"s
1Z IRAQ NP NEPAL
P NR NAURU
NS SURINAM
A JAPAN NU NICARAGUA
M JAMAICA NZ NEW ZEALAND
IN JAN MAYEN
Jo JORDAN
JQ JOHNSTON ATOLL P
PA PARAGUAY
K PC PITCAIRN ISLAND
KE KENYA PE PERU
KN KOREA, NORTH PF PARACEL ISLANDS
KS KOREA, REPUBLIC OF PG SPRATLY ISLANDS
KT CHRISTMAS ISLAND (Indian Ocean) PK PAKISTAN
KU KUWAIT PL POLAND
L PN PANAMA
PO PORTUGAL
LA LAOS PP PAPUA NEW GUINEA
LE LEBANON PQ CANAL ZONE
LI LIBERIA PT PORTUGUESF TIMOR
LS LIECHTENSTEIN PU PORTUGUESE GUINEA
LT LESCTHO
LU LUXEMBOURG Q
LY LIBYA QA QATAR
M
MA MADAGASCAR R
MB . MARTINIQUE RE REUNWION
MC MACAO RH SOUTHERN RHODESIA
ME SPANISH NORTH AFRICA RO ROMANIA
MG MONGOLIA RP PHILIPPINES
MH MONTSERRAT RQ PUERTO RICO
MI MALAWI RW RWANDA
ML MALI
MN MONACO S
MO MOROCCO SA SAUDI ARABIA
MP MAURITIUS SB ST. PIERRE AND MIQUELON
MQ MIDWAY ISLANDS sC ST. CHRISTOPHER-NEVIS-ANGUILLA
MR MAURITANIA SE SEYCHELLES
MT MALTA SF SOUTH AFRICA
MU OMAN 8G SENEGAL
MV MALDIVES SH ST. HELENA
MX MEXICO . Sk SIKKIM
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Tabie 2.—Countries, Dependencies, and Areas of Special Soversignty With Their Assigned Codes (sequenced by
code)-Continued
CODE NAME CODE NAME
SL SIERRA LEONE U
SM SAN MARINO UG UGANDA
SN SINGAPORE UK UNITED KINGDOM
S0 SOMALIA UR SOVIET UNION
SP SPAIN Us UNITED STATES
Ss SPANISH SAHARA uv UPPER VOLTA
ST ST. LUCIA Uy URUGUAY
SU SUDAN v
1\ SVALBARD
SW SWEDEN vC ST. VINCENT
sy SYRIA VE VENEZUELA
SZ SWITZERLAND VI BRITISH VIRGIN ISLANDS
VN VIET-NAM, NORTH
vQ VIRGIN ISLANDS (U.S.)
£ VIET-NAM, REPUBLIC OF
vT VATICAN CITY
T W
TC UNITED ARAB EMIRATES
TD TRINIDAD AND TOBAGO WA SOUTH-WEST AFRICA
TH THAILAND WB GERMANY, BERLIN
TK TURKS AND CAICOS ISLANDS WF WALLIS AND FUTUNA
TL TOKELAU ISLANDS wQ WAKE ISLAND
TN TONGA WS WESTERN SAMOA
T0 TOGO w2z SWAZILAND
TP SAO TOME AND PRINCIPE Y
TQ TRUST TERRITORY OF THE YE YEMEN (SAN'A)
PACIFIC ISLANDS YO YUGOSLAVIA
TS TUNISIA YS YEMEN (ADEN)
TU TURKEY
™™ CHINA, REPUBLIC OF 2z
TZ TANZANIA ZA ZAMBIA

e
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Appendix F

Codes and Definitions for Entries and Withdrawals, as inciuded
in the 1964 version of Handbook V,
Pupil Accounting for Locs! and State School Systems

The codes which follow are included for the benefit of those school systems electing to continue the 1984 codes
rather than change to the concept of continuous student accounting described on page 68 of this handboak.

5110.10 TYPE OF ORIGINAL ENTRY

811011

511012

5110.20

5110.21

5110.22

5110.23

5110.24

5110.25

5110.26

Origingl Entry for the United States (E1)—A pupil who for the first time in the United States or its
outlying areas enters either a public or nonpublic elementary or secondary school during the regular
school term for which the report is made.

Original Entry Transferred From Anather State (E2)—An entering pupil who previously has enterad a
public or nonpublic elementary or secondary schoal in another State during the reguiar school term
for which the report is made, and who has not previously entered a school in this State during this
regular school term. :

TYPE OF REENTRY

Resntry From Within the Same School (R1)—A pup’l received from ancther rooin within the same
elementary or secondary school. (This applies only where homeroom registers are kopt and is used in
situations in which the pupil's name has been transferred from one homeroom register to another
because of a transfer, promotion, or demotion within the same school.)

Reentry From a Public School in the Same Locsl Administrative Unit (R2)—A puyil received from a
public school, located in the same local administrative unit, which he entered earlier in the current

regular school term.

Reentry From & Nonpublic School in the Ssme Locsl Administrative Unit (R3)—A pupil received
from a nonpublic school, located in the seme local administrative unit, which he entered earlier in the
current regular school term.

Reentry From @ Public School in the Stats, but Outside the Local Administrative Unit (£12)—A pupil
received from a public school, located in the same State but outside the local administrative unit,
which he entered earlier in the current regular school term.

Resntry From a Nonpublic School in the State, but Outside the Locs! Administrative Unit (RE}~A
pupil received from a nonpublic school, located in the same Stute but outside the iocal administrative
unit, which he entered earlier in the current regular school term.

Reentry From the Same Room in the Same School After Withdrawal or Discharge (R6)—A pupil who

191
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192 STUDENT/PUPIL ACCOUNTING

returns to the same room in the same school after withdrawal or discharge from this room earlier in

the current regular school term, and who has not entered any other school during the intervening
period. .

5110.27 Reentry From Anoither State or Country (R7)-A pupil received directly from a school in another
State or country who previously antered & school in this State during the current regular schooi term.

511090 OTHER ENTRY

This heading includes any pupil who enters an elementary or secondary school during the summer
school term or eniers a junior college or an adult education instructional organization. If a more detailed
classification is desired, such a pupil may be further classified under this heading in @ manner similar to
that presented in items 5110.10 and 5110.20.

5410 TRANSFER

5410.10  7ransfer iWithin the Same Schoo! (T1)

5410.20 Transfer to @ Public School or Other Instruction Under Public School Supervisior: in the Ssme Locsl
Administrative Unit (T2)

5410.30  Transfor to @ Nonpubli < :hoo! Located Within the Ssme Locsl Administrative Unit (T3)

5410.90 Transfer to & School Qutsice v1s Locel Administrative Unit (T4)

5420 COMPLETION OF SCHOOLWORK

5420.10 Gradusted From High School or Junior Collage (C1)—-The pupil receives a diploma or degree as
formal recognition for the successful compietion of a high school or junior coliege program of
instruction.

5420.80 Completed Other Schoolwork (C2)—-The pupi! completes school in an approved manner other than

that included under item 5420.10 above and recrives a certificate of attendance or & certificate of .
completion, gains recognition for work as & high school postgraduate, is accepted for e¢arly admission
to a college or university, or receives other recognition. A pupil receiving a high school equivalency
diploma or a high school equivalency certificate is not considered as a withdrawal and theiefore is not
included under this item; however, the awarding of such a diploma or certificate should be recorded
under item 6150.20.

5430 DROPOUT

5430.10 Dropped-The pupil left school before graduation or completion of a program of studies and without
transferring to another school.

5432 Reason for Dropping Out

5432.01 Physical illness (D 1}-T he pupil left school because of a physical iliness,

5432.02 Physical Disability (D2)-Thu pupil was excused from school attendance because of a physical

impairment or handicap of a permanent or semipermanent nature.
5232.03 Mental Ilinsss (D3)~The pupil was excused or required to leave school because of a mental iliness.
5432.04 Mental Disability (D4})—The pupil was excused from school attendance because of insufficient

<02



5432.05

5432.06

5432.07

5432.08

5432.09

5432.10

5432.11

543212

5432.13

5432.14

5432.16

5432.16

5432.17

5432.18

5432.19

5440 DEATH

ENTRIES AND WITHDRAWALS (1964) 193
mental ability for successful participation in the educational program of the school system.

Behavioral Difficu 'ty (D5)—The pupil was required to withdraw from school because of behavioral
difficulty.

Academic Difficuity {D6)—The pupil left school or was required *o lezve because of academic
difficuity.

Lack of Appropriate Curriculum (D7)--The pupil left school because the curriculum was not
appropriate for his needs.

Poor Pupil-Staff Relstionships (D8)-The pupil left school because of poor relationships with
schooi staff.

Poor Relstionships with Fellow Pupils (D9)-The pupil left school because of poor relationships
with fellow pupils.

Dislike of School Experience {D10)—The pupil left school because of an active dislike of one or
more aspects of his school experiences, other than those expressed in item 5432.06 through
5432.09. Any such area of dislike should be specified.

Parental Influence (D11)—The pupil left school as a result of parentai encouragement to do so.

Need at Home (D 12)~-The pupii left school to help with work at home.

Economic Reasons (D13)-The pupil left school because of economic reasons, inciuding inability
te pay school expenses and inability of parents to provide suitable clothing.

Employment {D14)-The pupil left school to seek or accept employment, including employment
required to support parants or other dependents.

Marriage (D 15)-The pupil left schuol because of marriage.

Pregnancy (D16)—The pupil left school or was required to leave because of pregnancy.

Other <nown Reason (D17)-The pupil left school or was required to leave for some known
reason, other than those of items 5432.01 to 5432.16. Any such reason should be specified, e.g.,
no school available, and excessive distance from home to school or schooibus route.

Reason Unknown (D 18)—-Th‘e_ pupil left school for a reason which is not known.

New Retidence, Schoo! Status Unknown ([19)-The pupil left school upon moving to a new
residence, as indicated under items 5433.02 10 %433.09; it is not known if he entered a new school.

5440.10 Dsath of Pupil
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Appendix G
CODES FOR LANGUAGES"

Arabic, modern standsrd
Arabic, colloquial (specify dialect)
Chinese, modern Mandarin
Chinese, Cantonsse

Czech

Dsnish

English

French

German

.10 Greek, modern

A1 Hewesiian

.12 Mebrew, modern (Israel)
A3 leelian

.14 Jaspanese

.15  Norwegian
.16 Pulish

17 Portuguese

.18  Russian

.19 Spanish

.20  Swedish

.21  Other modern forsign lenguage (specify)

.22 Socio-culturel dislect of English (spacify)

.23  Native American Indian tribal language (specify)
30 Classical language (specify)

882288882

*Based on Handbook Vi, peges 122 snd 1834,
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Appendix H

THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974*

Sec. 438 of the Amended General Education Provisicns Act
as established by P.L. 93-380, Education Amendments
of 1974, and amended by P.L. 93-568

Sec. 438. (a) (1) (A) No funds shali be made
avallable under any applicable program to
any slucational agency or institution wkich
has a policy or denying, or which effectively
preventa, the parenta of students who are or
have been In attendance at a school of sach
agency or st such institution, as the case
may be, the right to inspect and review the
eduoation records of their children. If any
material or docament in the aducation rece
ord of a student inoludea fnformstion on
mcee than one student, the parerts of one of
such students shall have the right to inapect
and review only such part of such material
of document as relates to such student or to
be informed of the specifiv information oon-
tained in such part of such material. Each
oeducational agency or institution shall es-
tabliah appropriate proosdures for the gant-
ing of a request by paronts for access to the
education records of their children within &
reasouable period of time, but in no case
mors than forty-five days after the requoest
has beon made.

(B) The first a.uta:ce of subparagraph
(A) ahall not operate to make available to
students in instituticns of postsscondary ed-
ucation the following materials:

(1) financial records of the parenta of the
student or any (nformation contained
theroin;

{§1) confidential letters and statoments
of recommendation, which were placed in
the education records prior to January 1,
1975, If such letters or statements are not
used for purposss othir than thesd for % .ch
they were specifically intonded;

(1) 1f the student has signed a walver
of the student's right of acosss under this
subsection in accordance with subparsgraph

(C). confidential recommendations—

(I) respecting admission to any educa-
tional agency or institution,

(II) respecting an application for employ-
ment, and

(III) respecting the recelpt of an honoc
or honorsry tion.

(C) A student ur & person applying for
admission may walve his right of access to
confidential statements described in clause
{111) of subparagraph (B), exceiit that such
waiver shall apply to recomamend itions only

if (1) the stuaent 1s, upon request. notified
of the namess of all persons making confl-
dential recommeondations und (ii) such
recommendations are usad solely for the
purpose for which they were specifically in-
tended. Such waivers may not be recurred
{sic] as & condition for admission to, receipy
of financial aid from, or receipt of any other
services or benefits from such agency or
institution.

(2) Ne funds shall be nade availabls un-
der any applicable program to any educa-
tional agency or institution unless the par-
ents of students who are or have been in
attendance at a school of such ag'ncy or at
such institution are provided an opportunity
for a hearing by such agénoy or institution,
in accordance with regulationa of the Sscre-
tary, to challenge the content of such stu-
dent’s education records, in orcar to insure
that the records are not insocuraty, mislead-
ing, or otherwise In viclation cf the privacy
or other rights of students, and to provide
an opportunity for the vorrestion or deletion
of any such inaccurate, mislsading, or other-
wise insppropriate data contained therein
and to insert into such records a written ax-
planation of the parents respecting the con-
tent of auch recordsa.

(3) ®or the purposes of this section the
term “educational agency or institution”
means any ptblic or private agency or tnati-
tution which is the recipient of funds under
any applicable program.

(4) (A) For the purposes of this section, the
term “education records” means, exospt as
may be provided otherwise in subparuwgraph
(B), thase records, flles, documsents, and other
materials which—

{1) ocontsin information directly related to
a student; and

(i1) are maintained by an educstional
agency or institution, ort by;’;- person acting
Lo YT R0, LA s dom
not include—

(i) recotds of institutional, supervisory,
and administrative personnsl t:nd eduos-
tlonal ancillary thereto which are
in mp&mlma of the maker thsreof
and which are not accessible or revealed to
any other person exoept a substituts;

.'The complete text of the Femily Educational Rights and Privacy Act of 1974 is shown as printed
in the Federal Ragister of January 6, 1975. Also included is the closely retated Sac. 440 pertaining
to the limitation on withholding of Federal funds. Regulations for implementing this legislation
were still in preparation at the same time this handbook was printed. School administrators and
their legal counsel should obtain the regulations published in the Federa/ Reagister. They also
should ascertain whether the legislaiion has been further amended sirp December 31, 1974,
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. (1) 1t the peracandl of a 1w enfor~ament
unit do no% have acceas to educatic .ecords
under subasection (b) (1), tus recocds and
documents of such iaw enforoement unit
which (I) are kepi apart from records de-
acribed in subparsgraph (A), (II) are main-
talned’ solely for law enforcemnsnt purposes,
and (III) are not made available to narsons
other than law enforcement officials of the
same jurisdiction;

(111) tn the cases of persons who are em-
ployed by ar. educationsl agoncy or institu-
tior. but who are not in attendance at such
ageucy or imtitution, records made and
malptained in the normal course of busineas
which relacd exclusively to such person in
that person’s capacity as an employee and
are not available far use for any other pur-

; or

(1v) records on a studert who is 18 yoars
of age or older, or iz pttending an institu.
tion of postsecondary education,” which are
crsated or maintained by a physician, pay-
chiatrist, peychologist, or other recognized
professional or para-professional acting in
his profewsionsl or para-professional ca-
pacity, or assisting in that capacity, sand
which are created, maintained, or used only
in connection with the provision of f{reat-
ment to ths atudent, and are not avallable
to anyone other than persons providing such
treatment; provided, however, that such rec-
ords can be personally reviewed by a physi-
claa or other appropriate professional of the
student’s cloice.

(8) (A) Mx the purposss of this section the
term “directory information™ relating to a
studont ircludes the followiag: the student's
name, address. telsphone lating, date and
place of birth, major field of study, participa-
vion in officlally recognized activities and
sports, weight and height of mombers of
athletic teams, dates of attendance, de-
grees and wwards received, and the most
recent previous <«ducational agency or in-
atitution attended by the siudent.

(B) Any educational agency or inatitution
making public directory informatiox shall
glve public noiulos of the categories of in-
formation which it has designated as such
information witi. respect to each student at-
tending the institution or agency and ahall
allow & rea“on&b’s pericd of time aiter such
notice has byen given for a parent to inform
the institution or agency that any or all of

‘the information designatsd should not be

released without the parent's prior consent.

(6) For the pwposes of this section, the
term “stident” includes any person with re-
spect to whom an saucational agency or in-
stitution maintains education records or
personally idsntifiable information, but dons
not include a person who has not heen 'n
attendance at such agency or institution.

(b) (1) No funds shall bs made available
under any applicsble program to any edu-
cational agency or iastitution which has a
policy or pPractice of - “rraitiirg the reloase
of education records (- “ pereonally identifi-
able informsation ocontained! thorein other
than directory infermation., as defined in
paragraph (8) of aubsection (8)) of studenta
without the written oonssnt of their pe.-
ents to any individual, agency, ¢r organiza-~
tion, other than to the following-—

(A) other sohool officials, including teach-
ars within the educational institution or lo-
cal educadional sgency who hive been de-
termined by such agency or institution to

have legitimets educstioral inte: H
~%08

(B) officiails of other schogls or school
systoms in which the sudent secks or, in-
tends to enroll, upon conditdon that the stu-
dent's parents be notified of the fran.fer,
raceive & 0opy of the record if doesved, and
have an opportunity for a hearing to chal-
lenge the content of the record;

(C) authorized representativex of (i) the
Comptroller General of the United States,
(11) the Secretary, (iil) an administrative
head of an education agency {(as defined in
soction 408(c) of this Act), or (iv) Staw
educational authorities, uander the condi-
tions set forth in paragraph (3) of thia sub-
section; and

(D) in connection with a student's appli-
cations for, or receipt of, financial &id;

(E) Btate and local officials or authorities
to which such information is specifically
required to be reportsd or disclosed pursuant
to State statute gdopted prior tc November
19, 1074,

() organieations conducting atudiss for,
¢ on behalf of, sducational agencids or in-
stitutions for the purpoie of developing,
validating, or adrninistering predictive tests,
administering st'ident aid programs. and im-
proving instruction, if such studies are con-
ducted in such a manner as will not permit
the personal Vientification of students and
their parents by persons other than repre-
sentatives of such izations and such
information will be destroyed when no
longer needed for the purpose for which it 1s
conducted;

{@) saccrediting organizations in order to
Carry out their accrediting functions;

(i) parents of & depoundent student of
such parents, as defined in section 162 of the
Internal Revenue Code of 1954. and

(1) aubject to regulations of the Secretary
in connection with an emergency, appropri-
ate persons it the knowledge of such infor-
mation I8 necessary to protcet the health or
safety of the student or other persons,

(2} No funds shall be made avallable un-
d2r any arplicable program to any education
agency or institution which has a policy or
practice of releasing, or providing access to,
any porronglly identifiable informat'on in
educaticn records other than directory infor-
mation or as is permitted under paragraph
(1) of this gubsection unless—

(A) there 18 written consent from the
atudeat's parents gpecifying records to be
relessed, the »easons for such release, and
to whom, and with & copy of tne records to
be released to the student’s parents and the
student If deaired by thoe parents, or

(B) such information is furnished in com-
Pliance with judicial order, or pursuant to
any lawfully fssued subpoena, upon condie
tion that parents and the students are noti-
fled of all such orderss or subpoenas in ad-
vance of the complisnos therswith.by the
educational institution or sgency.

{3) .lothing contained in this wsection
slall preclude authorized representatives of
(A) the Comptroller General of the United
States, (B) the Becretary, (C) an adminiatra-
tive head of an eduction agency or (D) Stats
educational authoritiss “rom having sccess to
student or cther recordes which may be neces-
s.y in connection with the audit and
evaluation of Federally supported education
programs, or in connection with the emiorce-
ment af the Federal logal requirements which
relate to such progranmus: Provided, That
exoupt when collection of persor illy iden-
tifiable information is specifically suthorized
by Federal law, any data collected by suck



longer needed for such asudit, evaluation. and
snforowmint of Federal legal reqguirements,
(4) (&) Easch educations] agency of instl.

edusctional agency or institution, and which
will indicate specifically the legitimate inter-
est that sach such person, agency, or orga-
nization has in obtaining this information.
Buch record of acceas ahal! ba availabhie qnly
to parenta, to the school officiai and his
asaistants who are responaible for the custody
of such records, and to persons or organiza-
tions authorised in, and under the conditions
of, clauses (A) and (C) of paragraph (1) as
& mesns of auditing the operation of the
systom. )

(B) With respect to this subsection, per-
sonal information ahall only be tranaferred
to a third party on the condition that such
party will not permit any other party to
have acness to such Information withoui the
written eonsent of tho parents of the student.

(¢) The Secretary shall sdopt appropriate
regulations to protect the rights of privacy
of atudenta and their families in connection
with any surveys or data-gathering activi-
ties conductad, Lasisted, or suthorized by the
Secretary or an administrative head of an
education sgency. Regulations asstablished
under this subsection shall include pro-
visiona ocontrolling the use, disssmination,
and protection of such data. No survey ar
data-gathering activities aball be conducted

by the Secrstary, or an adminlatrative head
of an education agency under an applicable
program, unless such activities are wuthor-
ized by law.

(a) For the purposss of this section, when-
sver a student has attained elghteen years of
age, or is attending an ingtitution of post-
secondary education the permission or ovn-
sent required of and the righta accorded to
the parents of the student ahall thersafier
only be required of and accorded to tire
student.

(¢) No funds shall bs meds avatlable
under 4ny applicable program to auy educa-
tional agency or inatitution uniess suck
sgency or institution informs (ha parents
of atudents, or the students, it ‘hay are
eighteen yoars of age or older, ot k13 attend-
ing an institution of postaccondary educa-
tion, of the rights accorded them ¥y this
section.

(f) The Secretary, of abv adminiairative,

head of an education agancy, ahall take ap-
proepriate actions to enforce provixions o’ this
sectioni and 10 deal with violations of this
section, according to the provisions of this
Act, exospt that sction to terminats asslst-
anos 14y be taken only if the Secretary finde
there has heen a fallure to ‘comply with the
provisions of this section, and he haa deter-
mined that complisnce cannot be sscured by
voluntary means.

(€) The Sacretary shall satabliah or desig-
nate an ofice and review bhoard within the
Department of Health, Education, and Wel-
fave for the purpose of investigating, prooccase
ing, reviowing, and adjudicating violations

Limitation on Withholding of Federal Funds

Sec. 410, Except as provided in section 438(b) (1) (D) of this Act,
the refusal of a State or local educational agency or institution of
higher education, community college, school, agency offering a pre-
school program, or other educs*ional Institution to provide personally
identifiable data on students or «neir families, as a part of any applica-
ble program, to any Federal office, agency, department, or other third
party, on the grounds that it constitutes a violation of the right to
privacy and confidentiality of students or their parents, shall not con-
stitute sufficient grounds for the suspension or tarmination of Federsl
assistance. Sach a refusal shali also not constitute suflicient grounds for
a denial of, a refusal to consider, or a delay in the consideration of,
funding for such a recipient in succoeding fiscal years. In the case of
any dispute arising under this section, reasonable notice and oppor-
tunity for a hearing shall be afforded the applicant.
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ACKNOWLEDGMENTS FCR INDIVIDUAL CONTRIBUTIONS

The revising of the handbook of terras and definitions about students has been a cooperative effort involving
over 20 professional organizations, numerous Federal agencies, and many individuals of local and State agencies.
The organizations are acknowledged on page ix of this handbook. Individuals are listed below.

Great appreciation is expressed for the effective leadership demonstrated by the director of the Project’s
contract effort, Charles W. Barkdull, Manager, Ernst & Ernst, Detroit, Mich. He was outstanding in interpreting and
implementing the recommendations of the National Advisory Committee, the Prcject Officer, and others.
Excellent assistance was provided ‘r. Barkdull by Terry Thomas, Director of Student Services, Oakland County
Schools, Pontiac, Mich., who ser:ed as primary consultant to Mr. Barkduil, participated effectively in a number of
Project meetings, and reviewed fortions of the final manuscript.

Individuals making particu’arly outstanding contributions to the substance of various portions of the handbook
manuscript include John Lampe, M.D., Director of School Health Services, Denver (Colo.) Public Schools; Lois L.
Elliott, Ph.D., Special Assistant to the Associate Commissioner, Bureau of Educatinn for the Handicapped, ( ffice
of Education (OE); Frank E. G. Weil, Program Analyst, Office for Civil Rights, U.S. Department of Fealth,
Education, and Welfare (DHEW); William C. Healey, Ph.D., Associate Secretary for School Affairs, American
Specch and Hearing Association; William B. Bock, D.D.S., M.P.N., Chief, Preventitive Practices Branch, Division of
Dentistry, U.S. Public Health Service; and John F. Staehle, Assistant Director for Policy and Procedur:s, Division
of Compensatory Education, Bureau of Elementary and Secondary Education, Office of Education.

Useful materisls were prepared by regional conference pcrticipants William F. Mahon (Morsize Valley
Community College, Palos Hills, lllinois), James E. Mitche!l (lowa State Department of Public Instiuction), Gerald
L. Haney (Kansas State Department of Education), and Donald H. Offermann and George McCollaugh {both of the
Texas Education Agency). Members of the National Advisory Committee who gave special assistancu in polishing
portions of the handbook manuscript include Katherine Hopper, Grace Warfield, and Aikin Connor.

lvan N. Seibert, Program Specialist in the Educational Data Standards Branch of the Natior.al Center for
Educatior: Statistics (NCES) was particularly helpful when the contract was awarded. His assistance in reviewing
and discussing portions of the finai manuscript was invaluable, as was similar help provided by Richard H. Barr also
of NCES. Appreciation is expressed also for the support and assistance of Allan R. Lichtenberge:, Chief of the
Educational Data Standards Branch, in which the responsibility and major portions of the woi k resided.

The acknowiedgments which follow generally indicate titles and organizational affiliations as of the time of
participation in Project activities.

NATIONAL ADVISORY COMMITTEE

The Project’s National Advisory Committee consisted of representatives selected by 12 nautional organizations
and the Reseaich Division of the National Education Association. This group met three times to provide gu'dance
to OE and NCES personnel and to the contractor regarding student information needs, the structure and
content of the revised handbook, and the accuracy and adequacy of the handbook mantscript. The following
persons participated as memoers of this group:

Dr. Julianna L. Boudreaux Mr. Theodore R. Bynum

Assistant Superintendent President

Division of Pupil Personnel St. Louis Teachers Association

New Orleans Public Schools St. Louis, Mo.

New Orleans, La. (Association of Classroom Teachers . the NEA)
(Association for Supervision and

Curriculum Development)
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NATIONAL ADVISORY COMMITTEE—Continued

Dr. Frank Commander

Aduit Education Program

University of South Carolina

Calumbia, S.C.

(National Association for Public
Continuing and Adult Education)

Dr. Aikin Connor

Research Specialist

American Association of Junicr Colleges

Washington, D.C.

(American Association of Commurity
and Junior Colleges)

Mr. Calvin E. Defenbau

Assistant Superintendent for Business

School District No. 44

Lombard, ill.

{Asscciation of School Business Officials
of the United States and Canada)

Dr. Donald E. Hall

Assistant Superintendent

Research and Developmen: Services

Sacramento City Unified School District
Sacramento, Calif. '

{American Association of School Administrators)*

Mrs. Katherine Hopper

County Coordinator of Pupil Services

Fairfax County Public Schools

Fairfax, Va.

(American Personnel and Guidance Association)

Mrs. Corinne Jeffries

Principal '

Fairfax County Public Schools

Fairfax, Va.

{National Association of Elementary
School Principals)

Dr. Jack A, Kinder

Superintendent of Schools

Rochester, Minn.

(Amorican Association of School Administrators)?

! At second snd third mutings:
3 At first meeting.

Mrs. Frances R. Kubik

Board Member

Michigan City Public Schools
Michigan City, Ind.

{National Schooi Boards Association)

Mr. B. Alden Lillywhite

Federal Liaison

Counci! of Chief State School Officers
Washington, D.c.?

Mr. Aaron Rapking

Assistant Superintendent

State Department of Education

Charleston, W. Va.

(For West Virginia State Superintendent
Daniel B. Tayior, representing the
Council of Chief State School
Officers)®

Dr. Alton 8. Sheridan
Assistant Director

Research Division

National Education Association
Washington, D.C.

(NEA Research Division)

Mr. E. James Travis

Principal

Liberty Public Schools

Liberty, Mo.

(National Association of Secondary
School Principals)

Mrs. Grace Warfield

Assistant Executive Director for Publications
Council for Excepticnal Children

Reston, Va.

(Council for Exeptional Children)

3 At third mesting.

. RU9



ACKNOWLEDGMENTS 203
PARTICIPANTS AT REGIONAL MEETINGS

Participants at the 10 regional meetings of the Project are listed below according to the national organizations
they represented:

American Association of Collegiate Registrars and Admissions Officers

Ms. Mary Alice Lee

Registrar
Seattie University
Seattle, Wash.
American Association of Community and Junior Collsges
Mr. Cindido Antonio de Ledn Mr. William F. Mahon
President Director, Information Systems
Hostos Community College of City Moraine Valley Community College
University of New York Palos Hills, 1.
Bronx, N.Y.

Dr. Donald H. Godbold
Campus Director

Auraria Campus
Community College of Denver
Denver, Colo.
American Association of School Administrators
Mr. Robert C. Barrier Mr. Jack Gilliam
Instructional Services Center Director, Career Counseling & Guidance
Atlanta Public Schools Dallas Public Schools
Atlanta, Ga. . Dallas, Tex.
Mr. Orville L. Bliss Dr. E. Curtis Henson
Director of Student Placement Assistant Superintendent for Instruction
and Special Education Atlanta Board cf Education
Kansas City Public Schools Atlanta, Ga.
Kansas City, Mo. '
Miss Dahlia Y. Johnson
Dr. Roscoe L. Davidson Supervisor of School Counseling
Assistant Superintendent Schnol District of Philadelphia
Divisior. of Education Philadelphia, Pa.
Denver Public Schools
Qenver, Colo. Mr. Robert C. Parina
Acting Supervisor
Mrs. Margaret C. Falion Counseling and Guidance
Assistant Diractor of Guidance San Francisco Unified Schao!
New York City Board of Education District
Brooklyn. N.Y. San Francisco, Calif.

.
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American Association of Schaol Administrators—Continued

Mr. Dan Riley Dr. John A. Russell

Director, Department of Director, Bureau of Pupil
Student Placement Personnel

School Gistrict No. 1 Board of Education

Seattle, Wash. Chicago, Ill.

American Federation of Teachers AFL-CIO

Mr. Francis M. Martin

Classroom Teacher
Lynn, Mass.
American Personne! and Guidance Association
Dr. E. Victor Boyd Dr. James M. O'Hara
Acting Chief Executive Director, Pupi! Services
Bureau of Guidance Denver Public Schools
State Education Department Denver, Colo.
Albany, N.Y. )
Dr. Beatrice Pressiey
Dr. Ben Colbert Associate Professor
Associate Director, Southeastern Regional Office Department of Education
National Scholarship Service and Fund for Psychology
Negro Students California State University
Atlanta, Ga. Haywood, Calif.
Dr. Neil C. Gunter Dr. John A, Russell
Director, Pupil Personnel Director
State Department of Education Bureau of Pupil Personnel
Atlanta, Ga. Board of Education
Chicago, Il
Mr. Samuel Johnson
Director, Southeastern Regional Office Dr. William S. Truax, Jr.
National Scholarship Service and Fund for Dean of Education
Negro Students East Texas State University
Atlantas, Ga. Commerce, Tex.

Mr. Danald M. Moritz
Director of Pupils and Research
Kansas City Public Schools

Kansas City, Kan.

Association for Childhood Education International
Ms. Jane Davies Miss Florine Harding
Kindergarten Consultant Ciassroom Teacher
Title 111 ESEA Oakland, Calif.

“Early Prevention of School

Failure Project” 211

Peotane, Il




Boston, Mass.

Mrs. Betty Cooke
Consuitant
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Association ‘or Educational Date Systems

‘ Miss Ann Tompkins
Consuitant
McDonnell Douglas Automation Company
St. Louis, Mo.

Association for Supervisinn and Curriculum Development

Mr. Robert Collins Dr. Wiiliam C. Sorenson
Assistant Director Deputy Superintendent
Department of Curricuium Development Highline School District
Boston Public Schools Seattle, Wash.

Mrs. Cordelia L. Stiles
Curricuium Spacialist
New York City Board of Education

Guidance and Counssling New York, N.Y.
Region 10 Education Service Center

Richardson, Tex.

Dr. E. Curtis Henson

Mrs. Helen Wegrzyn
Curriculum Director
Franklin Psrk Public Schools

Assistant Superintendent for Instruction Franklin Park, Iil,
Atianta Board of Education

Atanta, Ga.

Associgtion of Cisssroom Teachers of NEA

Mrs. Dorothy D. Parker

Registrar
Roosevelt High School
Atlanta, Ga.
Association of School Business Officials of the United States and Canada
Mr. R. T. Ashley Me. Calvin E. Defenbau
Assistant Superintendent President
Orangeburg Public Schools lllinois Association of School Business Officials ‘
Orangeburg, S.C. c/o Schaool District No. 44

Mr. Roland L. Buys
Clerk-Treasurer

Lombard, ill.

Mr. James O. Eddy

Tooele County Schools Assistant Superintendent

Tooele, Utah

Business Affairs
The School Board of Volusia County

Mr. Glenn L. Cox Deland, Fla.
Associate Superintendent
Greenaville City Schools Mr. Lloyd E. Estes

Greenville, N.C.

Assistant Superintendent of Schocls
Hannibal Public Schools

Hﬁ‘i Mo.
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Association of School Businsss Officials of the United States end Canads—Continued

Mr. Harmon J. Groesbeck
Director of Business Affaivs
School District No. 91
idaho Falls, idaho

Mr. Howard T. Harris, Jr.
Director, Business Affairs
School District of Cheltenham
Eikins Park, Ps.

Mr. Fred L. Kenney
Assistant Superintendent, Business
Brattlieboro, Vt.

Mr. Dan W. McNeeley
Business Manager
Buhier U.S.D. No. 313
Buhier, Kans.

Mr. John E. Seebold
Director
Office of Child Accounting

Mr. Smith Sparks
Business Manager
tL.aurel City Schools
Laurel, Miss.

Mr. J. Lawrence Thompson
Director, Administrative Services
Atlania Board of Education
Atlanta, Ga.

Mr. Thomas H. Traylor

Business Manager - Treasuier
Alexander City State Junior College
Alexander City, Ala.

Mr. Charles H. Veysey
Acting Business Manager
Boulder Public Schools
Boulder, Colo.

Board of Education of Baltimore County

Towson, Md.

Mrs. Louise G. Daugherty

Assistant Superintendent, Pupil Personnel

Services and Special Education
Chicago Public Schools
Chicago, Ill.

Mr. Robert J. Jacob

Special Education Program
State Department of Education
Atlanta, Ga.

Dr. Zelda Kaye

Chief, Bureau of Special Programs
for the Handicapped

State Education Department

Albany, N.Y.

Mr. John W. Alberty
Coordinator of Administration
State Department of Education
Jefferson City, Mo.

Councit for Exceptions! Children

Dr. John A. Ogden

Coordinator, Mountain Plains
Regional Center for Services
to Deaf-Blind

Denver, Colo.

Mr. John D. Patterson

Assistant Director, Special Education
State Department of Education
Jefferson City, Mo.

Mr. Jerry Viasak

Director, Division of Program Evaluation
Department of Special Education

Texas Education Agency

Austin, Tex.

Council of Chief State School Officers

Mr. Saleva’a F. Atissno’e
Assistant Administrator

Student Information System
Research and Development
Government of American Samoa
Pago Pago, American Samoa
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Council of Chief State Scheol Officers—Continued

Mr. Lorenzo C. Cerezo

Schoel Program Consultant

Office of Statistical Services

Division of Education Plans, Research
and Communications

Department of Education

Agana, Guam

Mrs. Jan Clemmer
Research Analyst

State Board of Education
Salem, Oreg.

Mr. Robert H. Fay

Consultant, Education Information
State Department of Education
Concord, N.H.

Mr. Gerald L. Hene ¢
Program Specialist
Board of Education
Topeka, Kans.

Mr. Clyde J. Hatten

Supervisor, Pupil Personnel
State Department of Education
Jackson, Miss.

Miss R. Christine Hogan

Assistant Director of Statis.i..! Services

State Department of Education
Baltimore, Md.

Dr. Fred E. Holmes

Director, Community Services
State Department of Education
Denver, Colo.

Mr. Dick Joyce

Supervisor, Statistical Services
State Departmen! of Education
Providence, R.I.

Mr. Robert M. Little

Consuitant, Management Information
State Department of Education
Denver, Colo.

Mr. Frank Livak

Education Consuitant

State Department of Education
Hartford, Conn.
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Dr. William H. Lucow
Curriculum Research Statistics
State Department of Education
Trenton, N.J.

Mr. George McColiough

Systems Anaiyst

Management information Center
Texas Education Agency
Austin, Tex.

Dr. James E. Mitchel!

Associate State Superintendent
Department of Public Instruction
Des Moines, lowa

Mr. John D. Mosely

Direc*:.: of Secondary Education
State Department of Education
Oklahoma City, Okila.

Mr. David A. Morris

Administrator of Districc Records and Reports
Department of Education

Tallahassee, Fla.

Mr. Carl H. North

Child Accounting Specialist
Office of Research

Management information Center
Texas Education Agency
Austin, Tex.

Mrs. Jacobeth Novak

Director of School Attendance and Work Permits

District of Columbia Public Schools
Washington, D.C.

Mr. Don Offerman

Director

Management Information Center
Texas Education Agency
Austin, Tex.

Mr. Elvin H. Ossmen
Specialist, Statistical Services
State Board of Education
Sait Lake City, Utah
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Council of Chief State School Officers—Continued

Mr. John D. Patterson

Assistant Director, Special Education
State Department of Education
Jeffe-son City, Mo.

Mr. Aaron Rapking, Jr.
Assistant Superintendent
Finance and Administration
Department of Education
Charleston, W. Va.

Mr. Harold W. Rehmer

Assistant Superintendent

Office of the State Superintendent
Stai2 Department of Public Instruction
Helena, Mont.

Mr. Frank A. Richardson
Acting Chief Supervisor

Office of Research

State Department of Education
Columbia, S.C.

Mr. Don Russell

Directer of information Systems
Department of Public instruction
Madison, Wis.

Dr. W. A. Schindler
Coordinator

Statistical & Finance Service
State Department of Education
Lincoln, Nebr.

Dr. Morris L. Shapiro

Associate in School Business Management
information Center of Education

Division of Education Management Services
State Education Department

Albsny, N.Y.

Mr. Leo P. Turo

Director, School Management
Services

State Department of Education

Bostor,, Mass.

Mr. Lee Tyler

Director, Pupil Personne!
Attendance & Accounting

Departrnent of Education

Frankfort, Ky.

Mr. M. Eugene Wallsce, Jr.

Coordinator of Statisticai
Services

State Department of Education

Atlanta, Ga.

Mr. Clyde W. Weidner

Chief of Child Accounting
State Department of Education
Harrisburg, Pa.

Mr. Conrad J. Wettergreen

Associate in School Business
Management

Information Center on Education

State Education Department

Albany, N.Y.

Mr. Cariton Willis

Data Processing Manager

State Department of Public Instruction
Raleigh, N.C.

Mr. James E. Wilson
Coordinator, Migrant Student

Record Transfer System
State Department of Education
Little Rock, Ark.

Mr. C. M. Youngblood

Assistant State Title |
Coordinator

State Department of Educaiion

Montgomery, Ala.
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National Association for Public Continuing and Adult Education

Mr. John 7. Blake Mr. Donaid F. Eden

Associate Dean of instruction Director of Extension and Evening School
Seattie Central Community College Adams State Cellege

Seattie, Wash. Alumosa, Colo.

Ms. Mary G. Bodanzs Dr. irwin Goldstein

Project Director, Adult Basic Education Titie {11 Adult Basic Education
State Department of Education New York City Board of Education
Boston, Mass. Brookiyn, N.Y.

Mrs. Valorie G. Brice Mrs. Beverly W. Postiewaite
Director, Modei Cities Adult Education Community Service Consuitant
Kansas City School District Bellevue Community Coilege
Kansas City, Mo. Bellevue, Wash.

Mr. Clyde C. Carr Mr. Lonnie Wood

Coordinator Assistant Professor of Education
Aduit Basic Education Colorsdo State University

Learning Canter Atlanta-Fulton Public Schools Fort Collins, Colo.

Atlants, Ga.

Miss Polly Claiborne
Consulitant, Adult Education
State Department of Education
Atlants, Ga.

National Association of Elementary School Principals

Mr. John J. Bradley Mr. Vincent Cafasso

Principal Supervising Principal

Roger Wolcott School Babson and Maplewood Schools
Mattapan, Mass. Gloucester, Mass.

Mr. Thomas S. Burke Mr. Bill Funk

President Principal

Chicago Principals Association Runyon Elementary Schooi
Chicago, il Littieton, Colo.

National Congress of Parents and Teachers, Inc.

Mis. Virginia Birdssll Mrs. Leon S. Price
Legisiative Advocate-Education Immediate Past President

and Parent Education National Congress of Parents and Teachers
Livermore, Calif. Dallas, Tex.

Natlonal School Bosa:rds Association

Mr. Ernest C. White

Associate Executive Secretary
Indisna School Board Associstion
Bloomington, ind.
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FEDERAL AGENCY PARTICIPANTS
Federal agencies invoived in educational proygrams—or collecting and/or using data about students—were invited
to contribute to the work of the Project. Federal personnel participating at meetings and/or in reviewing portions of

the handbook magnuscript inciude the following:

Federal Government, Other Than DHEW
(Washington, D.C. unless otherwise noted)

Mr. Charles Burnett
Pianning Officer
Bureau of Indian Affairs—Education

Mr. Anthony Cardinale
Director of Dependents Education
Department of Defense

Mr. Tom Drysdale

Director of Educational Pianning
Overseas Dependents Schools
Department of Defense

Mr. Roger A. Gathercoal

Administrative Ofticer

Program Development and Appraisal Branch
Chitd Nutrition Division

Department of Agricuiture

M: Merle G. Hagerty
Deputy Director

Child Nutrition Division
Department of Agricuiture

Dr. Tom R. Hopkins

Chief, Division of Evaluation
Bureau of Indian Affairs
Albuquergue, N. Mex.

Mr. Jerry T. Jonnings

Education and Socigl Stratificction Branch
Bureau of the Census

Oepartment of Commerce

Suitiand, Md.

Mrs. Phosbe Johnson

Program Specialist

Office of Program Review
Intergovernmental Relations Division
Office of Economic Opportunity

Mr. Moses Lennon
Educational Specialist
Central Office

Veterans Administration

Or. Paul T. Luebke
Deputy Director

Office of Qverseas Schools
Department of Stats

Mrs. Hazei E. McEwen

Computer Specialist

Office of Information Processing Standards
National Bureau of Standards

Department of Commerce

Mr. Terry V. Mcintyre
Assistant Geographer
Office of the Geographer
Dapartment of Statc

Miss Jane Ritter

Assistant for Educational Planning,
Development ang Evaluation

Dependents Education

Department of Defense

Mr. Herbert D. Rorex
Director

Child Nutrition Divicion
Food and Nutrition Service
Department of Agriculture

Mr. Enar H. Sanders
Management Analyst
Central Office

Veteraris Administration
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Federal Govarnment, Otiwer Then DHEW—Continuved

Mr. Edward R. Silberman
Dirgctor, Program Planning
and Budgeting Service

Veterans Administration

Inspactor James Turnage
immigration and
Naturatization Sevvice

Mr, Harry White

Associate Director for ADP Standards
Computer Sciences and Technology
National Bureau of Standards
Department of Commerce

Mrs. Rose K. Wiener

Manpower Analyst

Ofifice of Research and Development
Manpower Administration
Department of Labor

U.S. Depertment of Heslth, Education, and Walfare (DHEW), Other than OE

William B. Bock, D.D.S., M.P.H.

Chief, Preventive Practices Branch
Division of Dentistry

Bureau of Health Resources Development
Health Resources Administration

Pablic Health Service

Philip S. Brachman, M.D.
Jirector, Epidemiology Program
Center for Disease Control
Public Health Service

Atlanta, Ga.

Mr. George Galiagher

Administrative Officer

Office of Administration

Division of Administrative Appraisai and Planning
Social Security Administration

Mr. Paul Garner
Deputy Director for Public Affairs
National Institute on Alcohol Abuse and Accoholism

John C. Greene, D.M.D.
Director

Division of Dental Health
National institutes of Health

Jerry L. Gribble, B.A., U.D.S., M.P.H.
Acting Chief, Care Deveiopment Branch
Division of Dental Health

National institutes of Health

Dr. Darrel J. Grinstead
Chief, Compensatory Education Branch
Office of the General Counsel

Mrs. Helen Howaerton
Research Associate
Oftfice of Child Development

Mr. George Lane

Deputy Director

Federal intsragency Committee
on Education

Dr. Constantine Menges
Assistant Director (Planning)
Office for Civil Rights

Mr. Clennie Murphy, Jr.
Chief, Regional Support Division
Office of Child Deveiopment

M. Thomas J. Skeiley

Director

Division of Special Populations
Rehabilitation Services Administration

Mr. Frank E. G. Weil
Program Analyst
Office for Civil Rights

Dr. Fred Weinfeld

Survey Statistician

Bureau of Health Manpower Education
National Institutes of Health
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Office of Education (OE), Other Than NCES

Mr. Michael Bannon
Education Program Assistant
Bureau of Higher Education

Dr. Barbsra Charidler
Program Development Speciaist
vivision of Adult Education

Mrs. Theda Cotton

Staff Assistant

Office of the Associate Commissioner

Bureau of Adult, Vocational, and
Technical Education

Mr. James Creasey

Chiet, Dependent Education and
Federal Liaison Section

Division of School Assistance in
Federally Affected Areas

Mr. Paul V. Delker
Director, Division of Adult Education

Mr. Harold F. Duis
Senior Program Officer for Reports and Statistical Data
Division of Vocational and Technical Education

Lois L. Elliott, Ph.D.
Special Assistant to the
Asscciate Commissioner
Bureau of Education for the Handicapped

Mr. M. James Evans
Chief, Data Analysis
Division of State Agency Cooperation

Mr. John W. Jones
Chief, Aid to States Branch
Burcau of Education for the Handicapped

Dr. William T. Logan, Jr.
Regicnal Commissioner of Education
Boston, Mass.

Mr. Herman S. Mandel!

Management Specialist

Bureau of Occupational and
Adult Education

Dr. Sherrill D. McMillen
Chief, State Programs and Servicss Branch
Division of Vacational and Technical Education

Mr. F. Paul Miller
Chief, Program Suppart Branch
Division of Compensatory Education

Helen H. Nowiis, Ph.D.
Director
Office -  Drug Education/Health and Nutrition

Mr. James T. Parker
Educstion Program Specialist
Division of Adulit Education

Dr. Robert Pcppendieck
Director of Field Services
National Center for the
Improvement of Educational Systems

Mr. Edwin L. Rumpf
Director, Field Cocrdination
Bureau of Adult, Vocational, and Tschnical Education

Mrs. Helen S~hiarpe, -
Director of American Indian Affairs

Miss Eisa C. Schneider
Assistant Director
Drug Education/Health and Nutrition Programs

Dr. John F. Staehle
Assistant Diractor for Policy and Procedures
Civision of Compensatory Education

Mr. Eugene Sullivan
Aduit Education Spacialist
Divisinn of Adult Education

Ms. Josephine L. Taylor
Visually Handicapped Training Prograr Coordinator
Bureau of Education for the Handicapped

Mr. Bertram !. Weiner
Executive Office:
Bureau of Educaticn for the Handicapped
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National Center for Education Statistics (NCES) Other Than EDSB

Mr. Richard H. Barr
Education Program Specialist
Elementary-Secondary Surveys Branch

Dr. Matjorie O. Chandler
Acting Director
Division of Statistical information and Studies

Mr. Theodore H. Drews
Chief
Higher Education Studies Branch

Dr. Yeueil Y. Harris
Chief
Survey Development and Implementation Branch

Dr. Forest W. Harrison
Education Program Specialist
Reference, Estimates, and Projections Branch

Mr. Warren A. Hughes
Education Program Specialist
Division of Survey Planning and Analysis

Mr. Boyd Ladd
Assistant Director for Statistical Development

Mr. Dicholas A. Osso
Education Program Specialist
Division of Survey Planning and Analysis

Dr. David S. Pollen
Director, Task Force for Planning
Acquisition of Information

Mr. Absalom Simms
Director
Division of Intergovernmental Statistics

WMr. Bruce W. Thompson

Mathematician

Division of Statistical
information and Studies

Mrs. Loretta J. Wright
Program Assistant
Division of Survey Operations

Educational Data Standards Branch (EDSB), NCES, DHEW

Mrs. Delores F. Austin
Research Aide

Dr. W. Dale Chismore
Specialist, Educatiunal Records
an¢! Reports

Ms. Dorothy M. Lenz
Program Assistant

Mr. Allan R. Lichtenberger
Chief, Educational Data
Standards Branch

Dr. Charles T. Roberts
Education Program Specialist

Mr. Ivan N. Seibert
Education Program Specialist

OTHER CONTRIBUTORS, PARTICIPANTS, AND REVIEWERS

Dr. Joan C. Baratz
Director

Education Study Center
Washington, D.C.

Dr. Helen Beth Bland

President

American School Health Assaciation
Kent, Ohio

Mr. Lowell A, Burkett

Executive Director

American Vocational Association
Washington, D.C.

Mr. John Christensen
Manager, Data Processing
School District No. 91
Idaho Falis, Idaho
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A Aggregate days
absarice, 112
Abnormal physical development, 129 attendancs, 82, 112
Absencs, 112 mambership, 82,112
cicultural
s0gregets days, 112 Mmavnm, 12
aversge daily, 113
day of, 118 worker, migratory, 121
y Aleut, 112
number of days of, 25, 83 Alatka native, 30
percentage of, 123 Allen student, 33
referrals because of, 25,83 Aliergles, critical, 130
reason for, 25,83 Allergy, 129
Academic yesr—Ses Reguiar schooi term, 125 aspirin, 130
Access to student records, 10-12 iodine, 13%
Accident report, 54 paniciilin, 131
Accounting, 112 Amvrican Indian, 30
student, 127 Anscdotal record, 112
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Activity, 26, 81 Apartment, 43
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ADM, 112 sttandance, 113
Administrative staff, 112, 127 of specislization, 26, 91
Administrative unit, 1i2, 122, 128 project, 124
intermediate, 120 school sttendance, 126
locsl basic, 12% subject-matter, 20,93, 128
location, 20, 42 vocational school, 113
Admission, 24-26, 68-81 Artleulation, Impaired, 50
date of, 24, 69 Asian (Orlentsl) or Pacific Islander, 30
status, 24, 72 Aspirin allergy, 130
Adult, Assignment
education, 112 course or clam, 26,81
logel, 33 full-time equivalency of, 118
responsible, of domicile, 19, 39 librarian-madia, 122
Aduit school, 112 Assistance, speciel, 28, 106-110
or othsr srrangement for adult/continuing education, 24, 77 Associate degree
Adult/continuing education, 24, 77 in applied science, 113
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217

3




218 STUDENT/PUPIL ACCOUNTING

Attendance—Continued
haif day of, 119
information, 25, 8284
membership snd, 26, §1-84
number of days of, 26, 82
percantage of, 123
parcentage of time i, 26, 84
register, 113
services, 172
Atypical
characteristic, 113
condition, 113
Audiology servicas, 17?2
Audiomatric test, 21, 48
Auditory handicsp, 21, 40
Autistic traits, 130
Aversge
class gize, 113
daily sbsence, 113
daily attendsnce (ADA), 1 13,116
daily membership (ADM), 114, 115
daily membership of students transported, 114
daily number of students participating in national school
lunch and/or breskfest programs, 114
grade-point, 119
mark-point, 26, 95, 121
msmbership per school, 114
numbar of children per attendancs ares, 114
number of children per school district, 114
transportation cost per student transported, 114
Awards ’
athletic, 88
citizenship, 98

prize, 98

Bapiismal or church certificste, 31
Behavior psttern, 114
Benefits of standardized terminoloqy sbout students, 2-3
Birth
and sge data, 18, 31-32
certificate, 31
date of, 18, 31
place of, 18, 32
Black/Negro, 31
Blind, 47, 108, 107
Blood
count, complete, 130
Rh r.egaﬂw. 131
test rosuits, 22, 56
Board of education, 114
public, 124
Boarding house, 43
Boarding school—See Residentisl school, 125
Bonus points, 114
Brathers and sisters living in the household, 19, 39-40
Bus stop identification, 28, 106

C

Cardiac condition, 21,51
Carear objactives, 27, 101
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Cess l0ed, 114

Catsgories of student information, 4
Caucasian, 31
Cause of death, 25, 89
Census
and residence, 168
school, 115, 126
zone number, 20, 42
Cerebral paisy, 130
Certificate
baptismal or church, 31
birth, 31
hospital, 31
of completion, 114
of high school squivalency, 114

of training—Sew cart.ficate of completion, 114

physician’s, 3%
Characteristic, atypical, 113
Charactaristics

soecisl, 28, 106-107

speclal mantal and psychological, 23, 66-68

Chicken pox, 130
Chilg
exempted, 89
formar migratory, 118
neglacted, 122
nonserved, 89
Chiidren
educationally deprived, 117
excaptional, 117
handicapped, 119
migratory, 121
neglacted, 120
par attandance sres, 114
per school district, 114
saverely handicapped, 126
with specific learning disabilities, 23, 67
Church-related school, 1156
Citizen
other than U.S., 33
us., 33
Citizenship
awards, 98
status, 18, 33
Class, 81,115
assignmant, 25, 81
nongraded—See Ungraded class, 129
period, 115
regular, 79, 125
self-contained, 126
spacial, 79
type of, 24,79
ungraded, 129
Class size, 113, 115, 121, 122, 125, 168
average, 113
maximum, 121
minimum permissible. 122
range of, 126
Classes, both reguisr and special, 79
Classifi~ation
of information about students, 17-27
of items, 3
Clock-hour, 115
Cocurricular activities, 115
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Cocurricular activity, recognition for complstion of, 26, 97 Continuous
Code school census, 115
course, 26,93 student accounting, 63-69,70
numerical indexing, 17 Cooperative
Codes education, 115
and definitions for entries and withdrawsls (1984), 191.193 houss, 43

for comman disesasas, illnesses, surgery, injuries and other

conditions, 53

for countries, dependencies, and areas of special sovereignty,

179-190
for educational levels and gradas, 36
for languages, 195
for relationship to studart, 36

Corractive institution, 115
Casmatic conditions, 21, 52
Cost per student, 115
of a building, 123
Counsslor, 25, 81, 115, 116, 127

Caountries, dspandencies, and areas of spacial sovereignty, 179-180

Course, 25,81,92, 122,123

for States of the United States, 177 code, 26, 93
Coding, 29, 115 credit, 118
structure, 3 identification, 165

College, community/junior, 24, 76-77
College-opersted housing, 43
Color blindness test, 130
Comimunication disorder, 21, 50-51
Community

schoo!, 115

sorvice education, 115

information, 26, 92-94
noncredit, 122
or class assignmant, 25, 81
racognition for completion of, 26, 97
time elements, 26, 93-84
title, descriptive, 26, 93

Credit course, 116

Community/junior college, 24, 76-77 Credits, 26,94

Complete blood count {(CBC), 130 attempted, 26, 94

Complation received, 26, 94
cartificate of, 114 transferred in, 26, 94
of schaolwork, 25, 85-86 Crippled, 52

recagnition for, 26, 96-97
Completion group, 26, 95

rank in, 26, 95

size of, 28,95
Comprehensive high school, 115
Compulsory age, 89-90

Critaria for items in handbook, 2
Critical sllergies (multiple), 130
Crosswalk, 116

Cuituraliy different, 41

Cumwlative student record, 10-11, 116
Current axpenditures, 116

over, 90 snnual, 113

under, 89 per student, 116
Compulsory attandance status at time of discontinuing per student per dsy (ADA), 116

school, 25, 86 per student per hour course meets {asdult/continuing educs-

Compulsory school attendsnce, 115 tion), 116

asge, 89-90, 115 Curtailed session, 116
Computerized data bank, 12 Cystic fibrosis, 130
Condition

stypicsl, 113

cacdisc, 21, 51 D

gastro-intestinal, 130

gingival (gum), 21, 45 Daily ssssion—See Session, 126

ngurological, 21, 51
of soft cral tissves, 21, 45
orthopedic, 21, 51

Dats, 2
Data bank, computerized, 12
Data management

urological, 132 issues, 14-15
Conditions student, 7-14

cosmetic, 21, 52 Date

multiple, 28, 107 of admission, 24, 69

physical, health, sensory, and relsted, 21-22, 43-61
sensory, physical, and related, 21, 468-52
special, 28, 106

Confidential reports

of birth, 18, 19.31,40

of birth, evider. s verifyin}, 18, 31-32
of entry, 24, 69

of withdrawal from membership, 84
test was administered, 23, 64

from outside agencies, 10, 116 Day
Conﬁdontillity, 1, 7'1 5, 140, 141, 142, 143, 1& care center' 75
issues, 14-15 in session, 82

problems and concerns, 7-9
Contact lenses, 130

of absence, 116
of attendance, 83
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Dey-—-Continued Dropping out, 25, 86
school, 118, 126 Drug
student, 80 shuse, 22,66
Day/avening ststus, 24, 80 . dependency, 130
Devs _ Dual enroitment, 24, 74, 117
of sbeance, 25,83
of attendence, 26, 82 ,
of mambership, 26, 81 E
Deaf, 49, 106, 107
Deat-blind, 10?7 Ear infaction (repeated), 130
Desth, 25,89 Early depactures, number of, 2E, B4
csuss of, 25, 89 Econamic information, famiiy, 10, 40
information, source of, 26,89 . Ecucation
Definitions adult/continuing, 24, 77
basic, 1-2 agency, local, 121
of items of informstion sbout students, 28-110 and training Information, pochd:ool 27, 10%-102
Degree community service, 116
sssociate in applied science, 113 cooperative, 115
sssociate in science, 113 of psrent, 19, 35, 38
sssociate in ares, 113 plannad, axtent of, 27, 101
first-professional, 118 postschool, in which intsrested, 27, 100
Delinquant postsecondary, 124
behavioe, 116 Educational leve!
children, institution for, 120 codes for, 36
juvenile, 121 previously compieted by adult cducation student, 24, 73
Demotion, 116 Educationally deprived children, 117
Dental procthetic sppliances, 21, 48 Elsmentary school, 76
Dentist, 22, 60 Elemantary, middie, sivd secondary schools, 24, 75-76
Departmant, 26, 93 Eligibitity
Department of Agriculture income poverty guidelines, 123 fecaral educational program, 28, 107-108
Department of Defense oversess dependents school, 69, 71, 118 for transportation at public expenss, 28, 103
Dependance other special educationsl progrsm, 28, 100
physiolugical, 130 State aducationsl prograr, 28, 108-100
psychologicel, 130 welfare, 28, 109
Depandents, nuniber of, 18, 33 Emancipsted mine:, 16, 33
Disbates mellitus sugar disisetes), 130 Emergency
Dialect factor, 22, 59-60
in which fluent, 13, 34 information, 22, 59-60
spoken in the home, 18, 34 Emotional disturbancs, 90
Different, cuilturaily, 41 Emotionally disturbed, ssriously, 23, 67
Diphthaeris, 130 Employer, *9, 27, 37, 38, 98, 102
Diploma, high school, 118 Employment
Directed s¢if study, 79 information, 27, 88-98
Dissbled, 38 job-entry level of, 120-121
lesrning, 51 nature of, 19, 37, 38
Disadvantaged persons, 117 of parent, 18, 37
Discentinuance information, source of, 25, 88 parmit, 27,89, 102
Discontinuancs of schooi, 26, 8688, 1''2-173 English
Discontinuing school fluency with, 18,34
compulisory sttendance status st time of, 25, 86 non-, 122
ressons for, 25, 86-88 nonstsndard, 122
residence sfter, 25, 88 (soco-cuftural diglect), 117
Disessss (standard American), 117
codes for, 63 Enrolimant, 24, 68-90
iilnasses, and other temporary conditions, 21, 52 defined, 24, 88
Disorder, communication, 21, 60-51 dusi, 24, 74, 117
Distance trsnsported, 28, 104 full-time equivalent, 118
District, schooi, 128 Entrance (admission), 24, 83-81 '
Domicile, responsible adult of, 19, 39 Entries and withdrawals, 24, 25, 69-72, 84-89, 191- 193
Double promotion, 122 Entry, 60
Dropcut, 83, 117, 172173 and reentry information, 168
former, 24,73 dete of, 24, 69
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Entry—Continued
origingl, 71
type of, 24, 58-71
Epllepsy, 52-53, 130
Equivalency
curtificate of high school, 97, 114
examination, high schoot, 119
Eskimo, 117
Ethnic group, 18, 30-31
Evelustion
of heering, 21,48
of speech and language, 21, 49-60
Ewirir:) student, 80
Examination, high school equivelency, 118
Examinations, physical, 22, 57-88
Examiner, 22, 57-58
Exceptional children, 117
Exceptionality, 118
Excess membership In public schools, 118
Exempted child, 89
Expsnditures
snnual current, 113
current, 118
Expulsion, 118
Extent of aducation planned, 27, 101
Extracisss activities, 118

F

Family
and residence, 19-20, 36-38
econamic Information, 19, 40-41
physician, 57
responsiblilty, 18, 33
slfsustsining, 19, 40
socis!/cultural information, 15, 41
Fedaral educstions! program allgibility, 28, 107-108
Fae, 118
informstion, 28, 110
Feas pald by, 28, 110
Female parent, 19, 38
Field size, 118
Finance, 168
vist-professional degree, 118
Five- or 8-year high school, 78
Flusncy with English, 18, 34
Foreign bocly, 130
Form of test administrotion, 23, 64
Former
dropout, 74
migratory chlid, 118
Fostar home, 118
Four-year high school, 76
Freshman, 118
Full
dey of sttendsnce, 118
«day session, 118
uition student, 109, 118
Fullktime
squivaiency of amignment, 118
squivalent enroliment, 118
student, 79
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Full-time/pact-time status, 24, 76-80
Functianaliy illiterates, 34, 106

G

Gastro-Intestinal condition, 130
Genersl ecducation progrem, 78
Gensral edycstional developrment (GED), teste of, 128
Geographical ares, other, 20,43
German massies, 131
Gitted and talented, 23, 66-67
Gingival (gum) condition, 21, 46
Glassss or lenmes required, corrective, 21, 47
Glossary, 111-132
of sslected medical tarms, 129-132
of wlected student-related terms, 111-129
Gonorrhea, 130
Grade, 119
codes for, 38
entered, 24, 77
fevel, 28,93
-point average, 118
points, 119
Graduats, 119
Gradustes, high school, 123
Group
completion, 26, 96
norm, Gb
Grouping
Instructionsi, 24, 79
specisl, 79, 121
Guast student, 72
Guidsnce Services, 119, 170
Guldelines
for access to student records, 10-12
for Including information in @ student record, 9-10
for protecting confidentiality, 12
for student Information systems, 133-184
Gum condition, 21,45

Ay

H

Half day of attendsnce, 119
Half-dsy session, 119
Handbook
developmant, ill-iv
pumpose of this, §
structure of, 3-6
Handbook V, origingl, Il
Handbooks, r.uonsl, 5-8
Handicsp, 1.
suditory, 21, 49
neurological, 122
physical, 124
physical and/or health, 21, 5152
visual, 47
Handicspped
children, 119
hesring, 51
language, 51, 108
orthopedicsl'y, 52, 106
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Hedicapped—Continued
ssversly, children, 126
speech, 51, 106
students, special sarvices for, 173
visually, 106, 129
Hard of hearing, 49, 106
Hesd stert program, 75
Head ot housshald, 119
Health, 21.22, 44.61
handicep, 21, 5152
impaired, other, 52
arel, 21, 4448
services, 171
Hearing, 21, 47
handicspped, 51
impairment, age at onset of, 21, 49
overali evaiuation of, 21, 48
test screaning, 21, 48
Heort disease, 131
Height, 21, 44
Hematocrit test (HCT), 131
Remaglobin test (HGM), 13%
Hamophills, 131
Hepatltis, Infectious, 131
Hernia, 131
High school
diplomas, 119
equivalency, certificate of, 114
equivalency examination, 119
four-yesr, 76
five-or 6-yesr, 76
incomplete, 120
junior, 76
juniorenior, 76
postgraduate, 119
senior, 76
Hispanic, 31
History
medical, 21-22, 52.67
of physical development, 21, 44-46
Halidsy, school, 126
Home
languags predominant in, 18, 34
parent’s, 43
separate, 43
Homebound student, 119

Homebound student, instruction for, 120

Homaroom, 119
period, 119
tescher, 25, 81

Hone-
roll, 97-898
soclety, 98

Hororable mention, 98

Honors
activity, 26, 98
information, 26, 97-98
program, 98

Hospitsl
osrtificate, 31
instruction, 120
preference, 22, 50

House
boarding, 43
cooperstive, 43
rooming, 43
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Househaold, brothars end sisters living in the, 19, 39-40

Housing
student, 20, 43
type of, 20,43
Hypogiycemia, 131

identifics ion, personal, 18, 20-34
illiterate, functionally, 34
llinesses, 21,52

codes for, 53
immunizations, 21, 52-54
Impaired

erticuletion, 50

other health, 52
Impairment

extsnt of, 22,53

language, 50

nature of, 22,58

physicsl, 124

visual, 21, 47

voice, 50

Impairments, physical, heaith, and sensory, 22, 58

incomplets high school, 120
independent
Amarican overseas schooi, 120
nonprofit school, 120
Indian, American, 30
Individuel instruction, 120
Infactious hepatitis, 131
Information, 2
sttendance, 26, 81-82
cocurriculer activity, 26, 95-96
course, 26, 92-94
emergency, 22, 50-60
employment, 27, 98-99
employment parmit, 27, 99
honore, 2€, 97-98
itemof, 120
membarship, 25, 81

minlmum, sbout student who transfers, 160

nonentrance, 25, 80-80

postschool educstion and training, 27, 101-102
pastschool occupation and employment, 27,102

progress, 26, 96

system, 133-134
Injurles

codes for, 53

other sericus, 22, 56

school-related, 22, 54
In-school instruction, 120
insurance coverage, 22, 60
Institution
corrective, 1156
entered, type of, 24, 74
for delinguant children, 108, 120
for neglected children, 106, 120
noneducstionsl, 122
previously attended, 24, 73
resident student of, 125
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instruction, 120

for homebound student, 120

hospitsl, 120

individusl, 120

in-school, 120

lsnguage of, 25,81, 195

location of, 24, 77-78

principsi medium of, 24, 79
instructional grouping, type of, 24, 79
Instructional level, 120
Intarest inventory, 63
Interests and plans, postschool, 27, 99-101
Intsrmediate administrative unit, 120
interstate migratory child, 120
Intrastate migrstory chitd, 120
lodine sllergy, 131
Item, 2

of information, 120

of student information, 166
Itams

classifications of, 3

of information, 2

J

Job-entry level of employment, 120
Junior college, 24, 76-77

Junior high school, 76
Junior-sanior high school, 76
Juvenile delinquent, 121

Kidney disesse, 131

L

Laboratory, modal, or practice school, 121
Laboratory tests and procedures, 22, 55-66
Languags, 21, 49-51
codes for, 196
considerations, 18, 33.34
evslustion cf, 21, 49-60
handlcspped, 51
impairment, 50
in which fluent, 18,34
in which test is written or given, 23, 64
of instruction, 25, 81
predominant in the homa, 18, 34
speech and, 21, 49-51
Lesd poisoning, 131
Lesrning
disabilities, children with specific, 23, 67
disabled, 57
most effective styles of, 23,68
Lasver, school, 126
Lagal
adult, 33
minor, 32

INDEX

Leaukemia, 13%

Lavei, grade, 26, 93
Librsrisn/media sssignments, 122
Library services staff, 121, 127
Limitation

cause of, 22,59
duration, 22,59
on school activities, 22, 68-59
person recommending, 22, 59

Limitetions on school activities, 22, 58-69
Living/deceased, 19, 35, 38

Loca! basic sdministrative unit, 121

Locsi sducation sgency, 121

Location of Instruction, 24, 77-78

Lunch

schoal, 122, 168
type A, 117,128

Msladjusted, socislly, 23, 627, 108
Male parent, 19, 35-38
Malocclusion, 45

Marital stescus, 18, 33

Maric

or report for student performancs, 26, 94
points, 94
value, 26, 94-36

Mark-polnt sverage, 26, 95

cumutstive, 26, 85

Mark points, 94

cumulative, 28, 95
received, 28, 85
trensferred in, 84

Matal name, 121
Maximum cless size, 121
Messies, 131

Germman, 131

Messure, 121

Measures, 166-168

Median age of students, 121
Medical

history, 21, 52-68

laborstory tests and procedures, 22, 55-56
record number, 21,44

terms, 129.132

treatments at school, 22, 65

wasiver, 60

Medium of instruction, principsl, 24, 79
Membership, 24-26, 68, 8182

aggregate deys, 82, 112

snd atiendsnce, 25, 8184

sversge deily, 113-114

change in, 123

excess, 118

informeation, 26, 3182, 167

in special groupings snd/or special schools, 121
number of days of, 265, 8182

per school, 114

percentage of time in, 26,82

« ~percentage of total excess public school, 124
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Membership status
active, 68
inactive, 68
Meningitls, 131
Menta! and psychological characteristics, special, 23, 66-68
Mentai, psychological, and peoficlency test resuits and related
student characteristics, 23, 61-68
tests and inventories, 23, 61-65
Mentatly gifted, 66
Mentstly retarded, 23, 67, 80, 102
eoducable, 67, 102
sverely, 67, 102
trainable, 67, 102
Middle school, 75-76
Migratory
agricuitursl worker, 121
child, former, 118
child, interstate, 320
chikd, intrastate, 120
chiidren, 121
children of migratory agriculturat warkers, 41, 106
worker, 121.122
Mifitary sarvice experience, 27, 102
Minimum information sbout student who transfers, 160
Minimum permissible class size, 122
Minor
smancipated, 32
legsl, 32
Minor/adult status, 18, 32-33
Monitoring system, 122
Moanonucieosis, 131
Multihcodicapped, 107
Multiple conditions, 28, 107
Mumps, 131
Muscle imbetance, 13
Muscular dystrophy, 131

N
Name, 18,29
and address of school or institution from which received,
24,73

and address of other institutions previously sttended, 24, 73
sny other, 18,29
employei’s, 27, 89
legal, 18,29
Metsi, 121
of brother or sister, 19, 38
of school snd schoot system, 24, 73
of school sttended (by brother or sister), 18, 40
of second school snd school system, 24, 74
staff member, 25, 81
Nationst
handbooks, 5-8
school breskfast progrem, 114, 123, 126
school lunch act, 117
school lunch progrsm, 114, 122, 123
Neglected child, 122
Nagiected children, institution for, 120
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Neurological
condition, 21, 5%
bandicap, 122

Noncredit course, 122
Noneducationat institution, 182
Non-English, 182
Nonentrence information, 25, 89-80
Nongradsd class—See Ungraded Class, 122,129
Nonpublic school, 124
Nonpromotion, raason for, 26, 96
Nonresident student, §2, 122
Nonschool activity irtarasts, 27, 98
Nonschool performance, 27, 98.89
Nonserved child, 89
Nonstandard English, 117
Nontuition student, 122
Norm groun, 23, 85
Nonm-referenced test, 122
No year level, 122
Number

census zone, 20, §2

medical racord, 21, 44-48

of deys of membership, 25, 81-82

of dependents, 18, 33

of sarly departures, 26,84

of timas tardy, 26, 84

other student, 18, 30

pertod, 26, 81

residence block, 20, 42

roam, 26,81

schootbus, 28, 105

schoolbus route, 28, 108

schoolbus run, 28, 10§

school snd system, 24, 74

socisl security, 18, 30

student, 18, 18, 30, 40

telephone, 19, 20, 4142

universai birth, 129

Objectives, carser, 27, 101
QOcclusion, 21, 45
Occupation
snd emoloyment informatian, pastschool, 27, 102
of parent, 18, 35, 38
Qccupationsi
progrem, 78,91t
progrem of studies, 28, 91
status, 19, 37, 389
Cn welfsre, 13, 40
Orst
hesith, 2%, 4846
soft tissues. condition of, 21, 45
Organizations, participating, iii, ix-x
Oriental, 30
Origina’ entry, 71
Qrthopedtic condition, 21, 51
Orthopedicslly handicspped, 52
Other health impsired, 52, 106
Qutlying aceas, 123
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Qver compuisory age, 90
Overseas schools, 68, 120

Pacific Istancer, 30
Parent
femele, 18, 38-39
male, 19, 35-37
Parent’s home, 43
Pecents, 19, 35-39
Pact-time student, 80
Pactisi-tuition student, 109
Partisliy seeing, 47
Passporct, 3t
Peniclliin allergy, 131
Por student
cost of » builiding, 123
current expendirures, $16
Percentage of
abeence, 123
attendence, 123
change in membership, 123
high school graduates who completed courses, 123
participation in national school hreskfast progrem, 123
participation in national schooi lunch program, 123
students currently members of classes In varlous subject-
matter sreas, 122
students meking narinal progress, 123
students not promoted, 123
ftudents participeting In various activities, 123
students promoted, 124
studons traneported st public expense, $24
time in sttendance, 25, 64
time in membership, 26, 82
total excess public schoo! membership, 124
traceported students riding a given time, 124
Performance, 26-27, 91-102
nonschoot, 27, 88-98
postschool, 27, 99-102
school, 26, 91-88
student, 168
Feriod
number, 25, 81
repacting, 126
Permanent student record, 124
Perion(s} to be notified In case of emergency, 22, 58
Personad
characteristics, 166
Identificstion, 18, 20-34
Pertussis (whooping cough), 131
Phanylsketonuria (PKU), 137
Physicst
shd/or hesith hancicep, 21, 51
snomsiies snd cosmetic conditions of potentisl emotanel
significance, 21, 62
canditions, 21-22, 44-61
development, abnovimal, 129
development, history of, 21, 4448
examinations, 22, 5769
handicap, 124

INDEX

Physicsi—Continued
hesith, snd sensory impairments, 22, 58
hesith, sensory, and related conditions, 22, 54-81
mpeirment, 124
reaeons, progeam modification for, 25, 80
Physical exainination
for sports perticipation, 57
" routine, 57
soeciat, §7
Physician, 22, 80
family, 87
school, 57
Physician’s certificata, 31
Piacs of birth, 18,32
Pisat, school, 126
Pneumonis, 131
Policy for student records, 12-14
Potiomyseiitls, 131
Postgraduate, high schoal, 118
Postschoot
educsation snd treining information, 27, 101-102
interests and plans, 27, 96-101
occupation and srployment, 27, 102
performance, 27, 98-102
Pestsecondary educstion, 124
Pregnancy, 131
Preschoo!
organizstion, 24, 74-78
progrem, 75
Private or nonpublis schoo!, 124
Prize swarde, 88
Probationary student, 72
Profestionat educational staff, 124
Program
aduit/continuing education, 78
esntered, type of, 24, 78.79
general educatian, 78
head start, 76
honors, 98
madificstion for physical ressons, 26, 80
maodification for religious reesons, 25, 80
madificstion, specisl, 26, 80
occupetionst, 78
peeschool, 76
retraining, 26, 91
transfer, 78
vaterans’ dspendents’ educstional assistance, 129
veterans’ educstions! assistance, 128
vetersns’ vocations! relrabilitstion, 129
Frogram of studies, 26, 2102
accupations!, 81
recognition for graduation or completion of, 28, 97
type of, 26, S1
type of occupstionsi, 26, 81
Progress infocmaetion, 28, 9€
Project sres, 124 .
Promation, type of, 26, 96
Promotios, double, §22

Property, 168

Proprietery school, 124
Psychologice! services, school, 172
Psychatogist, 127
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Psychometric dats, 124
Public
board of education, 124
record, 124
schoot, 124
Publictv-owned schoolbus, 126
Pupil, defined, 2
Purpoee of this handbook, 1

Q

Qualificstion for State transportation sid, 28, 106
Quality points, 125

R
Recisl/ethnic group, 18, 30-31
Range of
class tires, 125
scores, 23, 65
Rank in compietion group, 26, 95
Ratlo

student-administrative staff, 127
student-couneelor, 127
student-libeary services staff, 127
stugdent-professional educutionsl staft, 127
student-peychalogist, 127
student-schoo! sdministrator, 127
student-social worker, 128
stucent-staff, 128, 167
student-teacher, 128
student-tots! statf, 128
Reason far
absence, 26,83
sttending school outtide ususl attendance aree, 20, 42
discontinuing school, 25, 86
nonpromotion, 26, 96
not entering locel public elementary or secandary school,
26, 89-00
Receiving Instruction elsowhere, 89
Recognition for completion, 26, 96-87
Record
snecdots!, 117
cuinulathe, 10
cur.ufstive student, 116
permenent student, 124
public, 126
student, 124, 127, 165
Records
and reports sbout students, 1656-168
cumulative student, 10
retention, 143
review of, 143
specisl atudent sesvices, 10-11, 126
Reentry, 71-73
Referral
cause of, 22,56
completed, 22,57
person or agancy making, 22,66
purposs(s! of, 22, 56-67

Ref.rrsis
because of sbwnce, 25,83
for physical, hesith, sensory, and relsted conditions, 22,
56-67
fur school work or for intellectusl social or emotions)
reasons, 23, 65-68
Regi tration, 125
Rey ular
class, 125
school term, 126
student, 72
Relationship to student, codes for, 36
Releasad time, 25, 84
Religlous _
considerstions, 22, 60
objections {to immunizations), 54
ress0ns, program madification for, 25, 80
reasons for not entering school, 890
Report, 128
sccident, 54
for student performancs, 26, 94
student, 168 .
Reporting pertad, 126
Reporting unit, 128, 166
Reports, confidential,
from outside sgencies, 10, 116
Resitence, 35-38, 166
sfter discontinuing school, 26,88
block number, 20, 42
dats, 18,4142
of female parent, 18, 42
of male parent, 18, 41
of student, 12, 41
Residency status of student, 20, 42, 166
Residential student, 126
of administrative unit {or school district}, 42, 126
of s institunion, 125
of school attandsnce area, 42, 125
Residentla! schootl, 126
far specis! education, 126
Resource requirements, specisl, 26, 80
Responsible adult of domicile, 19, 39
Restrictions on dsta use, 14
Retarded, mentatly, 23, 67, 80, 108
Retired, 38
Retruining program, type of, 28, 91
Restrievat of information, 125
Rh negative bicod, 131
Rheurnatic fever, 131
Room number, 26, 81
Rooming house, 43
Rubeila (German measies), 131
Rubeola (measles), 131
Run, schoolbus, 128

Scholarships, 98 .
Schoot, 2, 126
scwwities, limitations on, 22, 58-89

< QS seministrator, 127
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School-Continued

adult, 24,77
area vocationsal, 112
attendancs and social woi k services, 172-173
attendance area, 125

attendance sres, residont studant of 125
beeakfast program (netional), 126

board—See Board of aducation, 126

censys, 126

census 8ge, 126

church-related, 110

community, 115

comprehensive high, 115

day, 116, 126

Department of Detense oversass dependents, 72, 116
discontinuance of {(ropoing out), 26, 8689
district, 126

district, children pe-, 114

elemantary, 75

gntered, 24-72-748

fiscal year—See School year, 126

five- or G-year high, 76

four-year high, 76

holiday, 126

incomplete high, 120

indepandent American oversess, 71-72, 120
independent nonprofit, 12C

junior high,- 76

junior-senior high, 76

laboratory, model, or practice, 121

leaver, 126

lunch, 122, 168

lunch and/or breakfast programs, 114, 161
middle, 76

nonpublic—Ses Private or ponpublic school, 124
or institution entervd, type of, 24, 74-77

or other institution previously attended, 24,73
or systam 10 which the student transfers, 26, 85
performance, 26, 91-88

physician, 57

plant, 126

plant, student capacity of 8, 127

private or nonpublic, 124

proprietery, 124

psychological services, 172

public, 125

-related injuries snd medical treatments, 22,5455
residential, 125

secondary, 76

senior high, 76

status of student, 168

systam, 2, 126

term, 12%

term, reguler, 125

type of, from which incoming studant is recoived, 24,73
yesr, 423

year in, 24,77

Schoolbut

publicly-owned, 126
number, 28, 106
route number, 28, 108
run, 126

run number, 28, 106

Schnol census, 126

sge, 126

School census—Cantinued
continuous, 115
School, special, 121
Schooiwoerk, complation of, 25, 85
Score reporting, type of, 23,65
Scorws, range of, 23, 65
Scoring, test, 23,64
Secondasry school, 76
Self study, dimcted, 79
Self-contained class, 126
recognition for completion of, 26, 97
Self-empioyed, 37
Senior high school, 76
Sensory conditions, 21-22, 44~-81
Sensory, physical, and related conditions, 21, 46-52
Seriously smotionally disiurbed, 23, 67
Serological test for =, philis {STS), 132
Sessior, 126
curtailed, 118
dally —See Sassion, 126
day in, 82
full-day, 118
half-dsy, 119
Saverely handicspped, 126
Sax, 18,30
Shared time—See Dus! enroliment, 24,73, 117
Sickle cell
anamia, 132
test, 132
trait, 132
Single, 33
Size of completion group, 26, 95
Siow learners, 23, 67, 106
Small pox, 132
Snellen
siphabetic test, 132
illiterats “E" tos?, 132
Social
sscurity number, 18, 30
work services, 172, 173
worker, 128
Social/cuitural information, family, 19, 41
Sacislly maladjusted, 23, 67
Sophomaors, 126
Specisi
sssistance, 168
characteristics, students with, 28, 106-107
conditions, 28, 108
education, residential school for, 125
groupings, 121
mental and psychologicsl charactaristics, 23, 66-68
program modification, 25, 80 4
resource requiremants, 25, 80
schools, 121
student group for which course is designed. 26, 93
student servioss records, 10, 126
Specialization, area of, 28, 91-82
Spacific lasrning disabitities, children with, 23, 87-88, 106
Spesch
and languege, 21, 49-51
snd/or language test, 21, 49
discrimination tast, 21,48
handicspped, 61, 108
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Speech—Continued
impaired, 51, 106, 126
normal, 50
pathalogy services and sudiology services, 172
Sponse-, 19,39
Staff, 167
member name, 25, 81
inembers, administrative, 112
Standardized test, 127
State educationst program eligibility, 28, 108
States of the United States, 177
Status
active membership, 29, 68, 8t
admission, 24, 62
citizenship, 18, 33
compsisory attendance, 25, 86
day/evening, 24, 80
full-time/pert-time, 24, 79-80
inactive membership, 68
macital, 18, 33
minoc/adult, 18, 32-33
occupationsl, 19, 37-38
residency, 20, 42
transportation, 28, 103
tuitlon, 28, 109
vetersn benafit, 18,34
Student, i, 1-2
accounting, 127
accounting, continuous, 68, 70
-administrative staff ratio, 127
body sctivities, 127
capecity of a school plant, 127
cheracteristics, 166
cost per, 116
-counselor ratio, 127
dats management, 7-15
dey, 80
siigibility for transportation, 28, 103-104
evening, 80
~fingnce information, 168
full-time, 79
full-tuition, 109
rest, 72
geoup, special, for which coursa Is designed, 26,93
homebound, 119
housing, 20, 43
-instructional staff ratio, 127
~library services staff ratio, 127
medical record number, 21, 44-46
“nonresident, 42
nontuition, - 109
number, 18, 30
pert-time, 80
pertisl-tuition, 109
performance, 26, 84, 168
probationsry, 72
~professional educational stsff ratio, 127
-property information, 168
-peychologist ratio, 127
record, 127, 165
ragulsr, 72
report, 165
residenca of, 19, 41

Student—Cantinued
residency status of, 20, 42
resident, 42, 126
-¢t &< administrator ratio, 127
schoal status of, 166
-social worker ratio, 128
-staff ratio, 167
~tsacher interaction, direct, 79
~teacher ratio, 128
~totet staff ratio, 128
transgortation, 168
tuition, 129
Student information
categories of, 4
computericed, 140-143
item of, 166
Student information system, 133-164
alternate spprosches to, 137-138
manual, 1383-140
need for, 133-134
abjectives of, 135-137
Student record, 127, 165
cumuliative, 118
permanent, 124
Student records
accese to, 10-12
cumulative, 10
deveiopment of policy for, 12
types of, 10
Students
advanced at an scceierated rate, 122
compieting & given course, 122-123
currently members of clases in various subject-matter sress, 123
making normal progress, 123
not promoted, 123
perticipating in national schoo! lunch and/or bresk fast
prog.ams, 114
perticipating In varfous activities, 123
per acre, 128
promoted, 124
records sndt reports sbout, 165-168
retained, 123
taking s given courss, 123
with spe-lst cheracteristics, 28, 106-107
Students transcorted, 114, 123, 124
at public expense, 123, 124
Stuttering, 5C
Stylss of learning, most effective, 23, 68
Subject-matter ares, 26, 893
Subject matter of postschoo!l training or education 1 which
interested, 27, 100-101
Sugar diabetes, 130
Surgery, 22,55
codes for, 53
Suspention, 128
Svphilis, 132
test for, 132
System
schoal, 126
o which the student transfers, 25, 85

Syst, , 134
Mf, 134-135
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T Test—Continued
vision, 21,46
Talented, 23, 66-67 written, 64
Tardinass, 128 Tests and inventories, mental psychological, and proficiency,
Tardy, number of times, 25, 84 23, 61-65
Teacher, 128 Tests uf genersl educstional development {GED), 128
home room, 25, 81 Tetanus, 132
Teachers, 128 Time
Technical alements, course, 26, 92-9%
institute, 128 factor, 138
staff, 128 in sttendance, parcentage of, 28, 84
Teeth, 21,44 in membarship, percentage of, 25,82
Tatephone number, 19, 41 released, 265, 84, 125
Term, school, 126 shared See Dual enrollment, 24, 74, 117
Test transported, fength of, 28, 104
achievemant, G1 Treining
administration, form of, 23, 64 certificate of —See Certificate of completion, 114
admission, 62 information, postschoaol, 27, 101-102
advanced placsment, 62 postschool, in which interested, 27, 100-101
sotitude, 62-62 Transcript, 128
sttitudinal, 63 requests, 26, 38
sudiometric, 21, 48 Transfer, 25, 84-856
. peogram, 78
basic skills, 62 type of, 25, 85
blood, 22, 56 Transportation, 48, 103-105
color blindness, 130 8id, qualification for Stats_ 28, 106
cognitive snd perceptus! skills, 61 cost, 114 -
copyright date of, 23, 63 aligibllity of student for, 28, 108-104
criterion-referenced, 63 provided room, boerd, and/or payment in liau of, 103
dste administered, 23, 64 status, 28, 103
diagnostic reading, 62 Transported
form of, 23,63 at public expense, 103
group, 23, 64 between schools, 103
hesring screening, 21, 48 but not at public expense, 103
high school aquivslency, 62 distance, 28, 104
identification, 23, 61-63 length of time, 28, 104
individua!, 23, 64 not, 103
language in which written or given, 23, 64 vehicic on which, 28, 104
tevel of, 23,63 Trusncy, 129
location of, 23-64 Tuberculosis, 132
manual dexterity, 62 test results, 22, 56
medical tsborstory, 22, 55-66 o Tuition, 28, 109-110, 129
mental ability (intelligence), 61 sad fee information, 28, 109-110
name and title of persan administering, 235, B84 and specisl assistance, 168
name of, 23, 63 fult, 109, 118
norm-eferenced, 122 paid by, 28, 108-110
oral, 64 partisi, 109
perfarmance, 64 requirement, 28, 109
psychomeotor, 62 staius, 28, 108

publisher of, 23, 63
puretone audiometric, 48
reading readiness, 62

student, 120
Type A lunch, 129

results, 23, 64

scholastic aptitude, 61

ecaring, 23, 64-66 U
screening (hesring), 21, 48

sickle cell, 132 Ulcer, 132

Sngllen alphsbetic, 132 Under compulsory sge, 89
Snelien illiterate "E", 132 Underachiavers, 23, 87
speech and/or Isnguage, 21, 49 Unemployed, 38

speech discrimination, 21, 48 Ungraded class, 129
standardized, 127 Unit, reporting, 126, 165
tutierculosis, 132 Units of value, 28,94

type of, 23, 61-83 . Universst birth number, 129
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Urological condition, 132

Uses
sdministeative, 169, 173-175
curriculer and instructional, 169-17¢
of information gbout students, 169-176
research and evaiuation, 175-176
student services, 170-173

\l

Vaius
mark, 26, ©4-25
units of, 26,94
Vehicle
on which transported, 28, 104
privately owned, 28, 104
publicly owned, 28, 104
Veteran, 128
benefit status, 18, 34
Veterans’
dependents’ educational assistance program, 129
aducationsl sssistance program, 129
vocational rehabilitetion program, 129
Vision, 21, 4647
correctea, 21,47
test, 21, 46
uncorrected, 21, 46
Visual
bandicap, 47
impairment, 21, 47
perception, 132

Visually
handicapped, 47, 105, 129
impaired, 47

Vocational rehabilitation, 129
program, veterans’, 129

Voice impairment, 50

Waiver, medical, 60
Weight, 21, 44
Weifare, 109
eligibility, 28, 109
on, 19,40
Whooping cough, 131
Widowed, 33
Withdrawasl, 25, 84, 167
dste of, 68, 84
rate, annual, 113
Work performed, type of, 27, 102
Work permit—Sse Employment permit, 117
Work-study pragram participation, 27,99

Y

Year
in school, 24, 77
level, no, 122
school, 126
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December 1974
TO: Owners of Student/Pupil Accounting:

Small porwons of Student/Pupil Accounting may be updated or amended during the next few
years. Persons, organizations, and institutions desiring any revised or supplementary materials
may request them by completing coupons below as appropriate and sending them to the National
Center for Education Statistics.

TO: National Cente: for Education Statistics {Do nat submit before January 1, 1982.)
Washington, D.C. 20202

Please send any supplementary materials developed for Student/Pupil Accounting for the
period ending June 39, 1982 ta:

Name

Address

TO: National Center for Education Statistics (Do not submit before Janusry 1, 1980.)
Washington, D.C. 20202

Please send any sup-plementary materials developed for Student/Pupil Accounting for the
period ending June 50, 1980 to:

Name

Address

TO: National Center for Education Statistics {Bo not submit before January 1, 1978.)
Washington, D.C. 20202

Please send any supplementary materials developed for Student/Pupit Accounting for the
pericd ending June 30, 1978 to:

Name

Address

TOQ: National Center for Education Statistics (Do not submit before January 1, 1976.}

o Washington, D.C. 20202

Please send any supplementary materials developed for Student/Pupif Accaunting for the
period ending June 30, 1976 to:

Name

Address
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